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Microsoft Corporate Campus 


MICRSGSOFT. 


MICROSOFT CORPORATION 
16011 NE 36TH WAY 
BOX 97017 
REDMOND, WASHINGTON 98073-9717 
206 882 8080 TLX: 328945 


March 4, 1986 


Welcome to the new Microsoft corporate campus. 


We believe that our employees are the company's most 
important asset. We recognize that the creative ingenuity 
which contributes to our success comes from you. Our 
commitment to provide you with the finest work environment 


w is illustrated by our new corporate campus. 


You will find many different environments on these thirty 
acres, including walking paths, jogging trails, sports 
court, Parcourse, formal and informal picnic areas, as well 
as trails through fifteen acres of undisturbed woods. These 
new facilities realize one of Microsoft's corporate dreams 


and is a place where other corporate goals can be met. 


Bile Hares 


Rill Gates 


Jon Shirley 


Microsoft Corporation is an equal opportunity employer. 
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MICROSOFT 
CORPORATE CAMPUS 


16011 N.E. 36TH Way 
Box 97017 
Redmond, WA 98073-9717 


882-8080 


This Directory of Services, like our new Corporate Campus, is an effort to 
enhance the working environment by combining in a single, handy reference 


notebook essential services you may need or use on a daily basis. 


as the phone list, will occur regularly. 


We hope you will fine this Directory another useful tool. 
Suggestions for improvement are always welcome. 
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te THE PROJECT 


Microsoft Corporate Campus is located in Redmond, Washington, just 15 minutes 
east of Seattle across Lake Washington. 


Totaling 240,000 Square feet, the facility has four identical buildings, each with 
four wings radiating from a central core. Each building features a central lobby 
with a two-story atrium and exposed curved stairway. 


The 60,000 square foot buildings are linked together with a System of covered 
bridgeways, and face a park-like central common area with trees, shrubs, a 
pond, and recirculating waterfall. 


The Campus is surrounded by a densely wooded area with jogging trails 
throughout. 


Microsoft's best assets are its people, and this site reflects the company's desire 
to have a pleasant, serene facility which provides the optimal environment for 
creativity. 
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ew PROJECT HISTORY 


The idea of a consolidated Corporate Headquarters took its first step toward 
reality in the fall of 1983 when the company decided to seriously consider 
relocating the corporation into a Single site. First, the site criteria were set: a 
new site had to bring the company together on one contiguous site with room 
for growth, in a location close to the existing buildings and central to where the 
employees live. During the next few months, various financial, developmental; 
and site schemes were studied. A Study was made of the geographical location 
of Microsoft employee homes and general needs/desires. These studies defined 
the geographical area and the approximate size of the new site. 
In the spring of 1984, Microsoft invited leading developers in the area to send 
their ideas on site location, design, square footage, and financial information to 
the company. Many different proposals were submitted, varying from a 
downtown high rise building complex to the Sylvan setting that was eventually 
chosen. 


By the Fall/Winter of 1984, Microsoft had decided upon the site, the architect, 
and the developer. Site and building exterior design began in earnest, and the 
company started obtaining long term financing for the project. At the end of 
the year Microsoft began space planning and interior design, and by the 

tw following summer all major design and permit phases were complete. 


With permits in hand and all financing secured, ground breaking took place on 
Friday, August 9. Clearing and excavation Started the next day and continued 
seven days a week until they were complete. Four buildings were being built 
Simultaneously, starting about two weeks apart. 


Concrete foundations for MS-1, the first building, were started on September 20. 
On November 10, only three months after ground breaking, all four buildings 
were up. The construction of all 240,000 Square feet and 14 acres of 
landscape/parking was completed in six and one-half months. 
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BUILDING AND SITE FEATURES 
Access: 


All building entrances are controlled by Cardkey Access. Each employee will be 
issued an access card that will allow entrance to all buildings during the work 
day and to his/her own respective building during evenings, weekends and 
holidays. 
All cards are issued by Facilities. 

Monday-Friday 7:00 am-7:00 pm: All employees all buildings 

Monday-Friday after 7:00 pm: Access to own building only 

Saturday 9:00 am-3:00 pm: Access to all buildings 

Sunday and Holidays after 7:00 pm: Access to own building only 


For more information see Section IV--Facilities 
R ioni 


A reception desk is located in ‘the lobby of each building, and the receptionist is 
On duty to greet visitors during the following hours: 

Monday-Friday: 

MS-1, 2, 3. 8:00 am-5:00 pm 

MS-4 7:30 am-5:30 pm 


For more information see Section Il--Administrative Services 

witch rd/ nter: 

The Switchboard/Message Center is staffed to answer all] direct inward dial and 
main 882-8080 phone calls and will take brief messages if youre away from 
your desk. The hours are 7:00 am-5:30 pm Monday through Friday. 


nferen Rooms: 


There are 36 conference and meeting rooms throughout the four buildings 
Which are scheduled through the receptionist in each building. 


Training Rooms: 


Two training rooms are located in MS-1 & MS-2, second floor, and are scheduled 
through the Audio-Visual Coordinator at X-8631. 


Mail/Copy/Supply: 


The main mailroom and the main copy/supply center are located in MS-1, first 
floor. 


Copy/Supply hours: 7:30 am-7:00 pm Monday-Friday 
Mailroom hours: 7:00 am-6:00 pm Monday-Friday 
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BUILDING AND SITE FEATURES 


Mail/Copv/Suppty Cont'd 


A Satellite mail/copy room is located on each floor of each building. These 
rooms are open 24 hours and contain all mail stops for that floor, convenience 
copiers, and basic office supplies. 


Paper shredders will be available on the second floor of MS-2 & MS-3. 


Locked storage bins for the destruction of confidential material will be located 
on the first floor mail/copy rooms of each building. 


Lunchrooms: 


The main lunchrooms are located on the first floor of MS-1 and MS-4. The 
lunchrooms provide freshly prepared food for Microsoft employees. Catering 
for luncheon meetings is also available (For more information see Section III Food Service). 
Pop, juice, and coffee are Supplied in the lunchrooms and kitchens on each floor 
of each building. Email lunchl, lunch4, or ms-food for specific requirements. 


MS-1: 
Monday-Friday: 

7:00 am-9:00 am _ breakfast 
11:00 am-2:00 pm lunch 

53:00 pm-6:30 pm evening snack 


Saturday: 
11:00 am-2:00 pm lunch 


MS-4: 
Monday-Friday 
11:00 am-2:00 pm lunch 


Kitchens are located on each floor of each building where you will find vending 
machines with food, candy, and snacks. Pop, juice, coffee, etc. are also in these 


rooms. Microwaves and refrigerators are available for your convenience. 
For more information see Section IIIl-Food Service 
Locker Room: 


A locker room, with direct Outside access to jogging trails, is Provided on the 
first floor in the southwest wing of MS-2 for employee use during regular 
business hours (7:00 am to 7:00 pm). The room offers a Private changing and 
shower area for those employees wishing to use the other recreational facilities. 
The lockers are intended for daily use only with employees Supplying their own 
locks. Any locks left on for an extended period of time will be removed. | 
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BUILDING AND SITE FEATURES 


r M w: 


The Sports Meadow, which includes a Sports Court and Parcourse, is located at 
the south side of MS-2 and is for general use for basketball, pickleball, 
volleyball, etc. Lights can be turned on for night time use. Please see the MS-2 
receptionist to reserve the Sports Court as needed. The Parcourse is available 
for exercise at the southwest corner of the site near the Sports Court. 


Pathways: 


Paved pathways wrap around and connect the buildings through the center of 
the complex, and are lighted 24 hours a day. Benches and picnic tables are 
placed throughout the central section of the Campus to provide a park-like 
atmosphere. 


Jogging Trail; 


Over a mile of gravel jogging trails winds its way through the wooded acreage 
for use during daylight hours. 


Bridgeways connect the buildings at the ends, providing easy access to the 
buildings and grounds. For security purposes, access is controlled by Cardkey. 
For more information see Section IV--Facilities 


Fire Pr 1 


Buildings are monitored for fire protection 24 hours a day with both remote 
monitoring and on-site enunciation. Fire extinguishers and exit signs are 
identified and located throughout each building. 


First Aid Kits: 


These are located in each kitchen and lunchroom and in the locker room. 
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PROJECT FACTS AND TRIVIA 
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Total site area: 29.113 acres 

Building area: 13 acres 

Building footprint: 30,000 Square feet each 

Parking stalls outside: 604 

Covered parking stalls: 396 

Total parking stalls: 960 

Building useable square footage: 60,000 square feet each 

Configuration: Four two-story, star-shaped structures above parking 
garages 

Bridgeways: Four bridgeways connect the buildings 

Interior organization: Loop corridors with capacity for highest efficiency 
layout of offices; organized around a central entry and core. 

Office planning: Maximum number of. standard size offices, with exposure 
to windows or secondary natural lighting. 

Building height: 33 feet 

Building perimeter: 1,010 feet 

Building structure: 8 1/2" thick steel column braces. Post tensioned lift 
Slab floors with "k" bracing, and roof. 

Exterior wall construction: Insulated Synthetic plastic panel "“dryvit". 
Exterior glass: Insulated glass with green tint. 

Elevators: Two passenger-type elevators in each building, servicing 
garage, Ist floor, and 2nd floor. 

Mechanical system: Central roof-mounted VAV ventilation and cooling 
system with localized electrical fan-packs for heating. Energy-conscious, 
flexible, and adaptable to the buildings with economizer cycle. 
Landscaping: Pond and waterfall with recirculating water, preservation of 
existing forest and plants, ornamental trees and Shrubs, lawns, irrigation 
System, over one mile of jogging trails, Sports Court, Parcourse, flowering 
trees, exterior lighting, fully landscaped parking areas and roadways. 
Restrooms: 20 

Elevators: 8 

Kitchens: 6 

Locker rooms with showers are located in MS-2 
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PROJECT FACTS AND TRIVIA 


Building F Cont'd 


24. Sports Court: Volleyball, basketball, pickleball - bring your own net and 
ball. 
25. Jogging trails: 7,360 linear feet 
26. Distances to: 
SeaTac 20 miles 
Seattle 17 miles 
Bellevue 5 miles 
Kamber 8 miles 
Parmac 7 miles 
Pro Club 1.3 miles 
Ireland 5,089 miles 
Campus Trivia 
‘e Cubic yards of concrete: Enough to build 600 Swimming pools. 
2: Cubic yards of earth removed: Enough for 600 swimming pools. 
be Tons of rocks in retaining wall: 75 times the total weight of all Microsoft 
employees. 
4, Length of cabling: Enough to stretch from Seattle to Vancouver, B.C. 
3; Length of baseboard: Enough to stretch from Seattle to Bellevue. 
6. Amount of carpet: 5.2 acres or 6 2/3 football fields. 
8 Linear feet of windows: Enough to cover 26 football fields. 
8. Number of doors: Enough for 120 average homes. 
9. Number of toilets: Enough for 30 average homes. 
10. Gallons of water in pond: 185,000 gallons, which is equivalent to the 
contents of 1,973,340 cans of Coca Cola. 
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Travel Desk Zhe 


ADMINISTRATIVE SERVICES 
Overview: 


The Administrative Services department at Microsoft is designed for the 
convenience of the employees and offers administrative support in the 
following areas: Telephone switchboard, message center, building reception, 
paging, typing support, mail/copy services, telex and in-house personal 
computer training on Microsoft products. Guidelines for using these services 
and hours of operation are covered in the following pages. 


R 10ni 


Hours: 

MS-1 8:00 am to 5:00 pm 
MS-2 8:00 am to 5:00 pm 
MS-3 8:00 am to 5:00 pm 
MS-4 7:30 am to 5:30 pm 


The receptionist's primary duty is to greet visitors. This includes recording 
their names on guest cards, providing each visitor with a name badge and 
notifying the host employee of their arrival. The host employee is responsible 
for escorting his/her guest while in the building. 


Receptionists in MS-1, 2, and 3 will also provide typing support using Microsoft 
Word on their personal computers as time permits. This will be done on a "first 
come - first served" basis. Limited updating of files is available. To use this 
Service contact the receptionist or email receptl, recept2, or recept3. 


All conference rooms are for general use and can be reserved through the 
building receptionist in respective buildings. Conference rooms are not assigned 
to departments. 


Receptionists maintain the following information and forms: 


Medical/Dental Forms 

Metro Bus and Carpool Information 
Employee Price Lists 

Training Schedules for Microsoft Products 
Audio-Visual Forms 

Conference Room Schedules 

Tuxi Service 

Matching Gifts Form Charity/Education 
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ADMINISTRATIVE SERVICES 


Switchboard: 


The switchboard operators are located on the first floor of MS-4 in room 1122. 
Hours of operation are from 7:00 am to 5:30 pm. Switchboard operators will 
direct calls coming through the 882-8080 number. Messages will be taken on 


all 


"no answer" calls directed to offices, as well as direct inward dial calls. 


Message Center: 


Personnel in the Message Center will: 


i. 


78 
i 


of 
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Take a brief message in your absence. 

(name, company name, and telephone number of caller). 

Camp a caller onto your line if the caller so requests. 

Forward a caller to an alternate party if the caller so requests. 

Page you for important or emergency calls if requested by 

caller. 

Provide internal paging services, requesting a party to dial an extension 
within Microsoft Corporation. 

Take internal call messages, if your email is down. 

Assist, if possible, in taking messages for your guests. 

Assist you, as possible, by directing you to the appropriate internal 
number in order to obtain various information. 


In order to better serve you, please: 


ame Pataae 20k ym 


Inform us of any planned absences and date of return. 

Inform us of any changes in your extension number/office number. 
Inform us if you have a guest(s) who may be expecting a call. 

Give your full name when you leave a message to have someone call you 
back. 

Inform us if you, or your department, is receiving misdirected calls, or of 
any new services/responsibilities of your department. 

Send email or try again if an internal line is busy or unanswered. If your 
email is down, ask us to send a message for you. 

Inform us if you have any temporary employees in your department for 
message routing for that temporary. 
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rey ADMINISTRATIVE SERVICES 
C Maili Races 
Physical Address: 16011 NE 36th Way, Redmond, WA 98052 
Mailing Address: 16011 NE 36th Way, Box 97017, Redmond, WA 98073-9717 
The mailroom is located on the first floor of MS-1, room 1059. Hours of service 
are 7:00 am to 6:00 pm. The Support services provided to Microsoft employees 
by mailing services encompasses the following: 
All postal services (U.S. and international mail) 
Express courier services (Research and verify-verification) 
Interbuilding package and Passenger courier services 
Time critical packages 
A. Delivery/Collection Schedule: 


1. Corporate Headquarters: 


Pick up and deliver to mailstops on each floor of Corporate Campus at 
7:30 am, 10:00 am, 1:30 pm, and 4:00 pm. 


ow 2. Parmac and Kamber Park: 


There are two pickup and delivery times daily. Courier will leave MS-1 
at 10:30 am and 2:30 pm. Call mailroom Supervisor for needed pick up. 


B. Mail Addressing/Posting Requirements: 
1. Campus Mail (Corporate): 


Address interoffice mail with the recipient's name, department, building 
and floor, i.e., "John Smith, OEM, 4.1." 


Separation of Mail - Trays are provided in each mail/copy room for each 
type of mail (U.S., interoffice, étc.). 
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ow ADMINISTRATIVE SERVICES 
Campus Mailing Services cont'd 
2. Off Campus Mail (Corporate): 
Sort with interoffice mail. 
3. U.S. Mail: 


Separation of Mail - First class mail and international mail should be 
banded in separate bundles at mailstop. 


Forwarding of First Class Mail- 


Interoffice - Inscribe forwarder's name on envelope and place in 
interoffice mail tray. 


To Post Office - Same as above but include forwarder's address. 


Postage requirements - Will be affixed in mailroom (Corporate mail 
only). 


ow Specialized Mail - Certified, registered and insured mail must be 
brought to mailroom for proper processing. 


4. International Mail: 
Customs Procedures - Call mailroom for information 


Postage Requirements - Leave at mailstop. Clerk will post. Scales in 
MS-1 mailroom for proper processing. 


5. Express Services (Domestic/International) i.e. Overnight or Two Day 
Service: 


Wrapped, labled packages will be brought to the MS-1 mailroom. 

Person taking package to mailroom must log in each package. Packaging 
materials, service guides and account numbers for major courier 
Services are available in the MS-1 mailroom. Call] Sandy Moening to 
request supplies. 
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ADMINISTRATIVE SERVICES 


Campus Mailing Services cont'd 


a. 
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Airborne: 

Incoming received in mailroom will be hand delivered by couriers. 
Outgoing - Packaging of all freight and documents will be completed 
by person sending packages. All packages must be logged in trace 
book in mailroom. Deadlines for articles leaving by this service 
must be in the MS-1 mailroom by 4:00 pm. Couriers leave Microsoft 
at 4:30 pm every work day. Persons in MS-1, 2, or 3 must bring 
packages to mailroom MS-1. For domestic Airborne, no airbill is 
necessary in mailroom; one will be generated by computer. 
However, label must be generated to parcel. EXCEPTION-MS-1 
courier will pick-up wrapped, logged in packages in MS-4 first floor 
mailroom at 4:00 pm and transport to MS-1. Packages. must be on 
the cart in the first floor mailroom fully packaged and logged in to 
make this deadline. 

Federal Express: 

Incoming - Same as Airborne 

Outgoing - Same as Airborne, except that airbill must be made out 
by person sending parcel 

DHL: 

Incoming - Same as Airborne 

Outgoing - Same as Airborne, except that airbill must be made out 
by person sending parcel. 

United Airlines: 

Incoming - Same as Airborne 

Outgoing - Arrangements must be made per package with Sandy 
Moening/Joseph Honan. 

U.S. Post Office Express Mail: 

Incoming - 7:00 am delivered by 8:30 am 

Outgoing - Arrangements through Sandy Moening/Joseph Honan 


Pe 


‘oe ADMINISTRATIVE SERVICES 
Campus Mailing Services cont'd 
t UPs: 


Incoming - Arrives through receiving-delivered before noon 
Outgoing - Transfered to Parmac for distribution 


g. Emery: 


Incoming - Same as Airborne 
Outgoing - Arrangements through Sandy Moening/Joseph Honan 


h. Associated Courier: 
Arrangements through Sandy Moening/Joseph Honan 
6. Intercity Delivery Services: | 
Taxi Services, i.e. Farwest - Contact building receptionist. 


Greyhound - Arrangements through Sandy Moening 


= Mail Dispatch - Arrangements through Sandy Moening 
Fleetwood Max - Arrangements through Sandy Moening 
Purolator - Arrangements through Sandy Moening. 


Legal Messenger Services to Seattle - Check with receptionist MS-4. 
C. Courier Services: 


Pick up and delivery of interoffice mail and freight-7:30 am, 10:00 am, 
1:30 pm, and 4:00 pm, to all Corporate Campus mailstops. 
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ADMINISTRATIVE SERVICES 


Campus Mailing Services cont'd 


Special Services such as critical packages requiring specialized attention 
that cannot be handled by outside delivery services. 


Receiving Services: 8:00 am-5:00 pm: Call Sandra Speer for additional 
information. 


Personal Services Offered: 


Express Services - Employee receives same discount and service as 
Microsoft when using Airborne. Must be paid by check payable to 
“Airborne” in advance. 


Stamp purchase - By book Only through interoffice mail to Sandy 
Moening, payable by check. 


UPS - Call Joseph Honan for details of sending your personal packages. 
RUSHES: 


You must call the mailroom for available courier to pick up. A "RUSH" is 
an article that cannot wait two hours for delivery and you are unable to 
deliver yourself. You must make sure that the recipient is waiting for 
your "RUSH". Please make a "RUSH" a necessity for urgent company 
business. 
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rw ADMINISTRATIVE SERVICES 
Central Copy/Supply: 


The Central Copy/Supply Center (CCSC) is located on the first floor of MS-1 in 
room 1066. Hours of operation are 7:30 am-7:00 pm. 


Duplicating Services: 
Duplicating requests will be handled on a "first come - first served" basis: 


i. Duplicating request forms are available in all mail/copy rooms. Forms can 
also be requested from the CCSC. 


2. Duplicating requests may be sent interoffice mail to CCSC MS-1, or 
employees may hand deliver. 


3; All completed copywork will be delivered to your mail/copy room daily. 
Each person will be emailed when the copywork is sent out. 


4. Please send all duplicating requests, i.e., large manuals, large quantities, 
special paper, cards, etc., to the CCSC rather than sending to a local vendor 
for copying. We can then screen all requests and decide whether we can 

ww duplicate on-site or whether the job should be sent to a selected vendor. 

Convenience Copiers: 


L Convenience copiers are located in all mail/copy rooms on every floor. 


Pf Please report any service problems or need for toner and paper to the 
CCSC at X-8168. 


Supplies: 


is Office supplies and forms will be stocked and maintained weekly in each 
mail/copy room. 


ca To obtain supplies which are not regularly stocked, please email Supply. 
Your order will be sent via interoffice mail to your mail/copy room within 
a day. 
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ADMINISTRATIVE SERVICES 
Central Copy/Supply cont'd 


Satellite Copy Center: 


A satellite copy center is located on the first floor of MS-4 in room 1037. Hours 
of operation are 1:00 pm-5:00 pm. 


5 
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Duplicating request forms are available in the Copy Center and mail/copy 
rooms. : 


This satellite office is set up to duplicate small copy jobs. Requests for 
large quantities of manuals or size 11 X 17 need to be sent to CCSC in 
MS-1. 


All completed requests will be delivered to your mail/copy room. 
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DUPLICATING REQUEST FORM 


PERSON REQUESTING: EXT. # ROOM# BLDG. # 


NUMBER OF COPIES: DATE/TIME REQUIRED: 


COLLATED ______ MICROSOFT LETTERHEAD 
_____ STAPLED IN SETS ____ SECOND SHEET 
_____ REDUCE TO: | _____ NEWS RELEASE 
Hegel =e B12 X hl - = Waite -— --_ = Bots 
PLAIN BOND ____ SPECIAL INSTRUCTIONS 


(See reverse side) 


3-HOLE BOND 
DISTRIBUTE 


COLOR PAPER/SPECIAL PAPER 


Copywork will be delivered to the mail/copy room nearest your office. 
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ADMINISTRATIVE SERVICES 
Word Processing 


The Word Processing Center is located in MS-4, on the first floor in room 1132. 
The Center hours are 7:30 am-5:30 pm. Input for Word Processing should be 
left in the in-basket located in the Center. It may also be sent through 
interoffice mail or by courier if it requires faster turn around time. All work 
input to the Center must be accompanied by a Work Request Form (WRF) which 
has been appropriately completed (Please see attached). These forms are 
available from the Center. 


The Word Processing Center is presently equipped with a Wang OIS dedicated 
system. The Center is a centralized environment and offers its services to the 
entire company. 


The Center cannot give the personalized and immediate service that a secretary 
can. However, we will do our best to meet the capabilities of the Center, and the 
needs of the user. You can help by providing the Center with as much lead time 
as possible for your work. 


Services Available: 


Letters and interoffice memos 
Multiple letters with mailing lists 
Statistical and financial material 
Manuals, procedures, specifications 
Speeches 

Envelopes, labels 


Pre-printed forms are not a good application of this equipment unless the form 
is programmed on the system. 


AS a general rule, the work will be done on a "first come - first served" basis 
unless priority is established per scheduled release dates, etc. 


Helpful Hints: 


The following list of suggestions will make a big difference to the operation of 
the Center and ensure that we will not need to return your work. 


i. All changes snould be marked in RED. Pencil and black ink are very 
difficult to see. 
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Word Processing Cont'd 


2 Please mark an "X" in the right hand margin to indicate where a correction 
or change is to be made. 


as Please allow as much lead time for your work as possible. 


4. Use only the original. If more than one person is making corrections 
and/or changes, incorporate all corrections and/or changes onto the 
original copy before returning it to the Center. 


2. In most situations, it is not productive to stand over an operator's 
Shoulder. The operator will request your assistance when it's needed. 


6. Deletions should be as simple as possible - simply draw a single red line 
through the undesired material. Paragraphs must be crossed out (not the 
word "delete" written next to it). If an entire page or section is to be 
deleted, do not remove it from the document. Leave all Original pages in 
and cross out the whole page. 


fs DO NOT CUT AND TAPE PAGES. If paragraphs are to be moved around 
within a document, label the paragraphs on the original and indicate the 
new order by number only on a separate page using the insert method. 
We will move them. If paragraphs are to be included from another 
document, please reference that document's number--it saves both 
imputting and proofing. 


8. It is very important that the Work Request Forms be filled out completely. 
It saves time and means your work will be completed sooner. One area on 
this form that has been’ universally overlooked is the area designated for 
“Document Retention Period". Please fill in this area. 


9. Please keep track of your Work Request Forms. Lost forms also delay 
getting a job done. The WRF has your job's storage information on it. 
Without this information we have to Spend time searching for the location 
of the stored material. 


Word processing equipment provides a means to turn your work around 
quickly and efficiently but please remember--it is the operator who is doing the 
work, not the equipment! The equipment gives the operator the capabilities to 
manipulate a document--it does not manipulate the document itself. 
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Word Processing Cont'd 
Editing: 


Shown below are some _ standard Proofreading Symbols which will be useful 
when you are redlining your work. 


Alabafma Delete 


— 
oO 


des Alab aasm Transpose 
a To completely / cover Transpose 
4. AXabama Make lower case 
5. alabama Make upper case (capital) 
6. Important Make upper case (capital) 
es Alab ama Close up 
Ne 
8. We are jn interested Insert word 
NoT 
ow 9. Alabma Insert letter 
Oo 
10. Thank you again, Insert punctuation 
it: -We are, of SOE te rates. Insert punctuation 
12. We are pot’ interested. Keep as is (stet) 
Stet 
13. Begin new paragraph 
14, NO H No paragraph 
15. —] Alabama Move to the right 
16. [_ Alabama Move to the left 
ey ae Double space 
18.55 Single space 
19. Assoc.) Spell out (Association) 
20. Alabama Underscore 


21. Alabama Take out underscore 


be. labama. 
We are of course. Align type 
Thank yqgu again. 
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(This form is yellow in color.) 


WORD PROCESSING WORK REQUEST FORM 


From BxXt. Needed by Rush 
Date Time 
TYPE OF INPUT: TYPE OF OUTPUT: 
First Draft Single Space Interoffice Memo 
Re-Draft | Space & 1/2 Letterhead 
Final : Double Space Plain Bond 
Form Letter S=1/2° x 11" Label(s) | 
Wang Doc. # Legal Envelope(s) 
CHECK THE FOLLOWING THAT APPLY: DELIVERY OF COMPLETED JOB: 
Proof Document Email me, I'll come get it. 
Edit for Grammar, Spelling, etc. Return By Interoffice Mail 
Special Instructions (over) Return By Hand Delivery 
DOCUMENT RETENTION PERIOD: 
Store for -- 1 wk. 2 wks. 1 mo. 3 mos. Permanently 


*e THANE «S60 * 4 2 
speeches reson secnmiomincsnot= == agmsaaseciosieh 


For Word Processing Center Use Only: Document # Operator 


LL 
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Telex Department 


The Telex Department is located on the first floor of MS-4 in room 1135. Hours 
of operation are 8:00 am-9:00 pm Monday through Thursday, and 8:00 am 
to 6:00 pm on Friday. 


Telex sends telexes, facsimiles, mailgrams, cablegrams, and telegrams. 
The email alias for the Telex Department is telex. 
Microsoft's Telex numbers are: 


160520 MS BVUE 
328945 MS BVUE 


Microsoft's Facsimile numbers are: 


1-206-883-8101 
1-206-883-7622 


These numbers are found in the Phonelist, on business cards, and on Microsoft 
oe letterhead. 


You may send a telex to the telex room via email, use a telex form (see example 
A) found in the telex room, or bring and/or send a hard copy via interoffice 
mail. If you would like telex forms sent to you, please email telex, tell us how 
many you need, and we will send them to you via interoffice mail. 


To send messages domestically within the U.S., we need the following 
information: 


t. Telextes: 
a. Telex number 
b. Person and/or company name 


2. TWX: 
a. TWX number (1-900-XXX-XXXX)--number of destination 
b. Person and company name 


3. Someone without a telex or TWX for mailgram: 
a. Full name and/or company name 
b. Full address 
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ADMINISTRATIVE SERVICES 

Telex Department Cont'd 

4. Someone without a telex or TWX for telegram: 
a. Full name and/or company name 


b. Full address 
c. Phone number 


5. Facsimile: 
a. Completed fax form (see example B) 
b. Area code and fax phone number 


To send messages internationally, please supply the following facts: 


1. Telex: 
a. Country telex is going to 
b. Telex number 
c. Person and/or company name 


2. Someone without a telex (Cablegram) 
a. Full address 
b. Person and/or company name 


3. Facsimile: 
a. Completed fax form (fax cover sheet) 
b. Country where facsimile is going 
c. City where facsimile is going 
d. Facsimile phone number 


Delivery of Messages: 


Telexes and facsimiles received for MS-4 will be hand delivered within two 
hours. Messages for other buildings will be delivered via courier. 


After 6:00 pm all telexes and facsimiles received will be delivered the following 
morning. If you are expecting a fax or telex that is urgent, please contact us for 
immediate’ delivery. 
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SAM PEG 


MICR&SSOFT. 


boy 160171. NE -S6th Way Request No: 
Box 97017 
Redmond, WA 98073-9717 


USA 
FACSIMILE TRANSMITTAL 


Date: 


10: : 

i re ne 
From: 

a er eS 
CC: 

ee 


TOTAL NUMBER OF PAGES (INCLUDING THIS COVER SHEET): 


to IF YOU DO NOT RECEIVE ALL PAGES, PLEASE CALL BACK AS SOON AS POSSIBLE 


Phone: 882-8080 

zelex: 160520. MICROSOFT BVUL 

Fax: Omnifax G99 ae 883- =3094 
Rapicom 800: (206) 883-7622 


MICRGSOFT, °°" 


TELEX REQUEST FORM 


SS 


TO: TELEX NO: 
TELEX NO: 
TELEX NO: 
TELEX NO: 


FROM: 
68 TELEX NO: . 


LELEX NO: 
fELEX NO: 
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In-H Tigitine CO 


Training classes for Microsoft employees are held throughout the year on how 
to use the IBM pc, MS DOS, Macintosh, and all Microsoft software products-- 
Word, Multiplan, Chart, Project, Access, File and Microsoft Excel. 


Weekly classes are also scheduled to introduce new employees to the basic use 
of electronic mail. An advanced email class, Open to those employees who have 
taken the basic course and have several months’ experience using email, is held 
once every month. 


Schedules for the current session of classes (Fall, Winter, or Summer) are always 
available at all reception desks. 


To enroll in classes, return the form attached in the seminar schedule, or call or 
email Randie Sidlinger. 


Classes taken during daytime working hours must have manager's approval. 
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nodig Visiek “Sau 


The purpose of the Audio-Visual Equipment Library is to develop and maintain 
a collection of audio-visual equipment and media materials to aid Microsoft 
employees in their work. 


The AV Equipment Storage Center is in MS-1. The AV Coordinator is Lisa 
Bennett. 


Procedures: 


Pick up an AV Check-out Request form from your building receptionist or email 
ms-av with the following information: 


A. Your name and department 
B. Type of equipment needed 
C. Dates and time equipment will be needed 


Be sure to allow lead time for transport of the equipment by courier or AV 
coordinator to the desired location. Please allow at least 24 hours advance 
notice, and for large projects, plan to reserve five days ahead. Trained 
Operators are required on some equipment. 


Since you are responsible for all equipment checked out to you, be sure that you 
receive/return all pieces. 


Inventory: 


Group assistants and secretaries have a detailed inventory of all audio-visual 
equipment available for check-out. The major categories of equipment are as 
follows: 


Computer Equipment: IBM _ pc/Macintosh* 

Zenith Email Equipment* 

Video Equipment: Cameras/Monitors/VCR's 

Slide Projectors 

Movie Projectors 

Overhead Projectors 

Tape Recorders/Radios 

Presentation Media: Microphones/easels/podiums 
Video Projectors: limelight/aquastars* 


*For training use in training rooms only. 
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Micronews 


The employee newsletter, Micronews, is published and distributed to 
all employees every Friday. 


Micronews reports information about the company and its employees 
and products, and contains a classified advertising section for 
employee use. Items of general interest and Classified ads should be 
submitted by noon on the Wednesday preceding Friday publication. 
Submissions may be emailed directly to micronews, or may be sent 
to the editor. 
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Travel Desk 


An on-site travel desk operated by Travelmakers, an independent travel 
agency, is located in MS-4. The office is open from 8:00 pm to 5:00 pm to make 
company travel arrangements, including transportation and lodging. The travel 
desk will make arrangements for personal travel as time allows. Employees are 
responsible for their own financial arrangements. 


The email alias is travel. 


Supplies Stocked in Mail/Copy Rooms 
DISKS AND RELATED MATERIALS 


3-1/2" DS Disks 
3-1/2" Disk Labels 
5-1/4" DS Disks 
5-1/4" Disk Envelopes 
5-1/4" Disk Mailers 
5-1/4" Disk Labels 


ENVELOPES 


#10 Microsoft 

9-1/2" x 12-5/8" Microsoft 
Interoffice envelopes 
Manila catalog envelopes 


FOLDERS 


Manila File Jackets - Letter 
- Legal 
Manila File Folders - Letter 3rd Cut 


FORMS 


Check Request 
Expense Report 
Purchase Requisition 
Special Accounts 
Stock Transfer 
Timesheets 
Microsoft - Letterhead 
- Second Sheet 
- Memorandum 


MARKERS 


Bic Stick Fine Point 
Broad Tiv HiLiters - Yellow 
- Green 
- Pink 
Pencils 
Pentel 5 Auto Pencil - (Refillable) 
- Pencil Lead 
- Pencil Eraser 
Pentel Rolling Writer - Red 
—- Black 
- Blue 


« 


MARKERS (Continued ) 


Pilot Ballpoint - Red 
- Black 
ar Bie 


Pilot Razor Point - Red 
- Black 


- Blue 
Sanford Expresso - Green 
Sharpie —- Red 
- Black 
- Blue 
Whiteboard Markers (set of four colors) 


PAPER 


20# White Bond 
Computer Printer Paper #060 8-1/2" x 11" 
Letter Pads 8-1/2" x 11" - Narrow Ruled - Canary 
- White 
- Wide Ruled - Canary 
- White 
Letter Pads 8-1/2" x 14" - Narrow Ruled - Canary 
- White 
- Wide Ruled - Canary 
- White 


Quadrille Pads (Graph Paper) 


Steno Notebook (6" x 9") 
5 Subject Notebooks 


MISCELLANEOUS 


Clips - Small 
- Jumbo 
- Clamps 
- Binder 
Erasers — Ink 
- Pencil 
Pencil Tip 
Whiteboard 
index Cards =.3 = °5" 
Index Dividers - 8 tabs 
Labels - Dark Red 
- Dark Blue 
- Light Blue 
- Green 
- Yellow 
Labels 1" x 3" - White 
Liquid Paper - Copies 
- Bond 
- Stock 
- Pen/Ink 


tw MISCELLANEOUS (Continued) 


Microsoft Shipping Labels 
Post It Pads - 1-1/2" 
a 
- §* 
Rubber Bands - #18 
— #32 
Rulers 
Scotch Transparent Tape 
Stapler 
Staples 
Telephone Message Pads 
Thermal Calculator Paper - 2-1/4" 
- 2-3/4" 
Transcript Add Rolls - 2-1/4" 
Transparencies - Clear 
Typewriter White Correcting Ribbon - Selectric 


Supplies Stocked in Central Copv/Supply Center 


BINDERS 

3-ringe Black - 1" 
see Sh 
$ Pei = ey 


Accodata Presstex - 14-7/8" x 11" Lieht Blue 
UPG Pressboard - Blue, Letter and Legal 


DISKS AND RELATED MATERIALS 


5-1/4" Disks - 96TPI Double Density 
-- Head Cleaner 
- Head Cleaner Refill 
—- Bank 
- Data Defender 
- Plastic 3 ring holder 
- Write Protect Tabs 
3-1/2" Disks - Data Defender 


FOLDERS 

Double Pocket Folders (Duo-Tang) - Dark Blue 
- Green 
—- Red 


oy - Tan 
- Yellow 


File Folders (Manila) - Letter - Straight Cut 


~ Legal = §$traiont Cut 
- Third Cut 
Pendaflex Hanging Folder - Letter - Green 
- Legal - Green 
- Tabs —- #42 Letter 
- #43 Legal 
- Tab Inserts - #42 Letter 
- #43 Legal 


UPG Classifolders #1257G Gravy/Green 


MARKERS 


Faber Castell 7000 Black Marker 
Pen Style HiLiter - Yellow 
—- Green 

Pencils — #2 

- Blue/Violet 

- Dark Blue 

- Copy Not Blue 

- Green 

- Orange 

- Rose 


5 PAPER 


20# Paper - Canary Yellow 

- Blue 

- Goldenrod 

- Pink 

- Green 

- Tan 

=Orcnid 

- White 
Memo Filler Paper (4" x 6") Transcript 
Wirebound Books - 8-1/2" x 11” 


RIBBONS 


MX-80 —- Epson Printer 
MX-100 —- Epson Printer (Wider Carriage Printer) 
Micro-84 - Microline Printer 
Diablo - Diablo Printer 
Okidata Microline 80, 82, 83, 92, & 93 - Atari 1025, Burroughs B9Y253;, 
Datapoint 9629, Monroe MA2515, Olivetti PR8200 & PR8300, 
Star Delta 15, Gemini 10 & 15, SG10 &.15 
Burroughs Series 2050 
Typewriter - Selectric II 
= Setectric Tit 
- Wheelwriter 
- Wheelwriter Correction Ribbon 
Toner Cartridge 2 - HP Laser Jet 
oy - Apple Laser Writer 
Image Writer 
Citoh Prowriter 
Toshiba R-0O2 


MISCELLANEOUS 


AA Batteries 
3 Hole Paper Punch 
6 Outlet Power Strip 
Adjustable Desk Lamp 
Air Filter Replacements (Desk Top) 
Box Cutter and Replacement Blades 
Business Card Holder 
Calendar Holder 
Calender Refill (Desk) 
Clip Dispenser (Magnetic) 
Correction Tape 
Extension Cord - 9! 
Glue - Elmer's 
- Glue Stic 
- Rubber Cement 
Labels - Data Processing 
Letter Opener 
Letter Trays - Stackable 
‘oS - Stacking Supports 


MISCELLANEOUS (Continued) 


Lightbulbs - 67 watt 

Masking Tape - 1” 

Memo Holder 

Pencil Cup 

Pencil Sharpener 

Plastic Push Pins - Clear 

Reinforcements 

Rolodex Cards 

Rolodex - Putty Business Card File 
- Putty Rotary/V Card File 

Scissors 

Sheet Protectors 

Staple Remover 

Tape Dispenser (Desk) 

Wastebaskets 

Whiteboard Cleaner 


To order these supplies, please e-mail supply and include your room 
and building number for delivery. 


To order supplies not stocked, please send a purchase requisition to 
the purchasing department. 


III. Food Service 
Daily Service 


Special Function Catering 


a 
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FOOD SERVICE 


a ete oe 


The goal of the food service is to provide quality food at reasonable prices for 
the convenience of Microsoft personnel. Hours of operation and food selections 
have been planned to meet the needs of the widest cross section of personnel. 
The lunchroom facilities allow food preparation on-site including hot foods, 
freshly made sandwiches, and a salad bar. The two lunchrooms are located on 
the first floor of MS-1 and MS-4. Lunch is served in both lunchrooms daily, 
Monday through Friday, with MS-1 providing breakfast, evening snacks, and 
Saturday lunches. 


Lunches may be ordered in advance if a request is sent via email to lunch! or 
lunch4 by 9:00 am that morning. You may pick up your lunch at the sandwich 
counter at the requested time. 


Hours: 
MS-1: 


Monday-Friday: 

7:00 am-9:00 am _ breakfast 
11:00 am-2:00 pm lunch 

5:00 pm-6:30 pm evening snacks 


Saturday: 
11:00 am-2:00 pm lunch 


MS-4: 


Monday-Friday: 
11:00 am-2:00 pm lunch 


ee ee 


In addition to daily lunch service, the food service will handle all on-site 
catering for business meetings. Orders should be placed 24 hours in advance 
and can be arranged by emailing ms-food. A standard luncheon catering menu 
is available from ms-food to assist in your selections. Specialty foods are also 
available but may require additional notice. 
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IV. Facilities 
Overview 
Telecommunications 
Security System 
Card Access 
Keys 


Guard Service 


4.1 
4.1 
4.1 
4.1-4.3 
3.4 
4.4 


FACILITIES 
Overview 


The Facilities Group is responsible for maintaining the integrity of the campus 
environment. This includes landscaping and grounds-keeping; the building 
Systems (heating and cooling, electrical, and fire protection); and janitorial 
service. Each building has a facilities assistant--any inquiries regarding these 
matters should be directed via email to facl, fac2, fac3, or fac4 for the 
appropriate building. Please do not email the assistants directly - use the 
facilities email alias for your building instead. 


Corporate Facilities will coordinate any matters regarding security, 
telecommunications, office space allocations, construction, remodeling, 
interoffice moves and furniture. If you have any questions or concerns 
regarding any of these items, please contact your Group Coordinator who will 
notify the appropriate Facilities personnel. 


Tel ee 


The telecommunications network consists of a NEC NEAX 2400 telephone switch 
that is designed to handle all incoming calls to the main corporate number (882- 
8080), all DID (direct inward dial) traffic to Kamber and Parmac, and all long 
distance and outbound traffic. A Rolm 8000 switch handles the retail sales 
number (882-8088) and retail product support (882-8089). Another Rolm is 
located at Kamber Park and connected to the Campus by tie line to the Neax 
phone switch. 


All inquiries regarding the telephone system, directory information or service 
questions should be directed to ms-bell. A minimum of five working days for 
installation is required. Service and repair will be provided as needed and as 
promptly as_ possible. 


rl m 


Each employee has the responsibility to help maintain the integrity of 
Microsoft's building security system. Please do not Open doors to strangers 
after hours, do not prop doors open at any time and do not give your access 
card or key to anyone else. You should notify Facilities or a security guard as 
soon as a problem arises. You continue to be primarily responsible for 
maintaining the confidentiality of proprietary work in your Office. 


It is also the responsibility of all employees and their managers for the security 
of confidential documents or material. 


Card Access 


(See Card Access Memo) 
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Memo to: MS-1, MS-2, MS-3, MS-4 Employees 


From: Carl Bates (. 4” 

Date: February 21, 86 

Re: Key to New Campus 

Ce: Jon Shirley, Buck Ferguson 


The new site uses a security System that involves the use of individualized employee security 
cards and card readers at entrances. Attached is your Cardkey. 


Employees will be able to enter the main lobbies during regular business hours (Monday - 
Friday 7:30 am - 5:30 pm) without the use of the Cardkey. However, employees should Carry 
their cards with them at all times. Other entrances, bridgeways, lunchrooms, etc,. require 
Cardkey access at all times. 


From 7:00 am to 7:00 pm Monday through Friday, and 9:00 am to 3:00 pm on Saturday, all 
employees can gain access to all buildings through bridgeways and certain exterior doors, 
except one fire exit door in Building 2 and two fire exit doors in Building 4. From 7:00 pm to 
7:00 am Monday through Friday and 3:00 pm Saturday, all day Sunday, and until 7:00 am 
Monday, employees will have Cardkey access only to their respective buildings through the 
lobby and garage doors only. 


On Saturday employees will have Cardkey access to all buildings 9:00 am to 3:00 pm. After 
3:00 pm on Saturday, all day Sunday and holidays, employees will have Cardkey access to 
Only their respective buildings. 


It is necessary for you to Carry your Cardkey at all times when traveling between buildings. 
Instructions for Use: 

A Card Access reader is installed at the entrance to each door. To use it, hold your card at the 
top with the Cardkey emblem facing you. Then, using a smooth even Stroke, pass the card 
through the slot in the reader in the direction of the arrow on card. The reader can identify a 


valid card and will activate the door lock release allowing you to open the door. 


If a card is lost or damaged, please notify Facilities immediately. The first card will be 
replaced free of charge. Any additional replacement cards will cost $5.00 each. 


If a card is found, please return to Facilities. 


Note: Please carry your card with you at all times while you are on site. Do not loan, bend or 
abuse cards in any way. 
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<K Card 


Reader 
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FACILITIES Cont'd 


Keys 


Locks on interior office doors are not provided unless the room contains 
confidential or proprietary property that cannot be protected in a locking desk 
or file cabinet. Requests for locks meeting these criteria must be approved by 
the manager and vice president and include reasons for the lock and duration of 
use. All keys are distributed by Facilities and should be returned to Facilities if 
found or no longer needed. 


é vi 


A security guard is on site at all times to help ensure the personal safety of 
employees, and security of the campus. 
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ws TECHNICAL LIBRARY 
Overview: 


The Microsoft Library is located on the second floor of MS-2 in room 2126. The 
library is staffed from 8:00 am to 6:30 pm. 


The Library is actually a full service information center specializing in technical 
and marketing information. The collection includes resources on all areas of the 
software and microcomputer industry including: 


Directories, handbooks, and other reference materials 
Technical and "consumer" oriented books 

Trade and technical periodicals 

Marketing newsletters and statistical sources 
Manuals 

Microsoft software/manuals 

Competitor information/software 

Online databases 

Newspapers 


The Library acquires all information resource materials whether they are to be 
included in the collection or kept as desk references. New Library materials are 
i catalogued for convenient access and made available to requestors. 


Other resources, for lending, include seven TRS-80 model 100 machines, and a 
Macintosh. 


What the Library Can Do For You: 


The Library staff is here to make your job easier by providing information of all 
kinds by request or on a continuing basis. We are not limited to in-house 
resources but seek answers to information by: 


Accessing over 200 online databases 

Using formal and informal contacts 

Using email to talk to hundreds of other corporate libraries 
Participating in a sophisticated library network giving us 
access tO over nine million publications in all types of libraries 
around the world. ; 


Questions You Might Ask: 


Anything--You might want to track the activities of a competitor, do a literature 
search on a technical topic or retrieve an article you saw in BYTE. You might 
need the financial information on a company or need to retrieve information on 

w a product or a class of products. Whatever your information needs, your first 
step is the Microsoft Library. 
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bey TECHNICAL LIBRARY 
How it Works: 


Placing Requests for Information--Questions are taken and answered by email, 
phone, in person or by mail. For convenience, you may pick up an information 
or document request form from the receptionist in each building or in the 
Library. Tell us what you need, when you need it and why. The more we know 
about the purpose of your information need and what sources you have already 
checked, the better we can respond to your request. 


Ordering Materials--Send requests for books, periodical subscriptions, 

competitive software for analysis, or other information resources materials to 
the Library with as much information as you have. We will borrow or purchase 
materials as required and check material out to you for as long as_ needed. 


Services: 
Ready Reference--Quick response to specific questions. 
Literature Searches--Online and manual database searches producing 


bibliographies, reports or data. 


conference proceedings, governmental documents, etc., from internal or external 
sources. 


wi - Document Delivery--Purchase, photocopy or loan of books, journals, reports, 


Current Awareness--Monthly updates on competitors, products, or new 
developments in your area. 


Library UPDATE Bulletin--Distributed weekly by request. 


Table on Contents Alerting Service 
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LIBRARY 


JOURNAL LIST 


March 4, 1986 


MICROSOFT LIBRARY - PERIODICALS LIST 


Attached is a list of journals. newspapers and serials received through the Microsoft Library. 
Periodicals are checked out before being taken from the library. You may request to be sent 
a copy of the Table of Contents of any title received by the library. The contents will be sent 
to you as soon as the journal is received. To request copies of articles, simply return Table 
of Contents with articles selected or send mail referencing the article. 


EXPLANATION OF LIST 


Title 
ACM: Computing Reviews 
v24n1. Jan 1983- 
m 
Holdings 
+ - indicates active title 
( ) - indicates incomplete holdings 
Frequency 
m- monthly 
Se q - quarterly 
d = daily 
etc. 
Please contact the Library for assistance. Mail: !ibrarv 


THIS LIST IS FOR INTERNAL DISTRIBUTION 


/C: The Journal for C Users 
v2n5, May 1985--v2nll, Nov 1985 
m 


68 Micro Journal 
v5n1, Jan 1983+ 


m 

80 Micro 

n35>5° Dec 1983+ 
m 


80 Microcomputing 
ew (n27, Mar 1982--n33, Oct 1983); title change to 80 Micro 
m 


8O°UsS. Journat 
v4n3, May/Jun 1981--v6n7, Jul 1983; title change to Basic Computing 
m 


At+ 
vinl, Nov 1983+ 
m 


ACM: APL Quote Quad 
vl4nl1, Sep 1983+ 


Q 


ACM: Ada Letters 
v2n5, Mar 1983+ 
bm 


ACM: Communications of the ACM 
viSn2, Feb 19/6+ 


CO 


ACM: Computer Architecture News (SIGARCH) 
vilni, Mar 1983+ 
Q 


ACM: Computer Communications Review 
Vi3ni «dan 29Ss+ 


Q 


ACM: Computing Reviews 
v24n1, Jan 1983+ 
m 


ACM: Computing Surveys 
vi0nl , Mar 1978+ 


Q 


ACM: Fortec Forum 


v2nl, Mar 1983--v3n2, Jun 1984; title change to ACM: 


ACM: Fortran Forum 
v3n3, Dec 1984+ 
Q 


ACM: Journal of the ACM 
v25ni; Jan 29/5 


Q 


ACM: Operating Systems Review (SIGOPS) 
Vi/ini, Van 1383+ 


Q 


ACM: Sigact News 
vi5nl > Winter/Spring 1983+ 
Q 


ACM: Sigart 
ned Aug 1977; Nise. Apr P9Bl: n&Q, Apr -1L9eZ+ 
Q 


ACM: Sigbdp Data Base 
vl4n2, Winter 1983+ 
Q 


Fortran Forum 


¥ ACM: Sigbio 
v6n4, Mar 1984+ 


Q 


ACM: Sigcaph Newsletter 
n31, Winter 1983+ 


Q 


ACM: Sigcas (Computers & Society) 
v3n3, Summer 1983+ 


Q 


ACM: Sigchi Bulletin 
vl4n3,.Jan-1983+ 
Q 


ACM: Sigcepr Computer Personnel 
v9n4, Aug 1984+ 


Q 


ACM: Sigcse Bulletin 
ow vi5ni1; Feb 1983+ 
Q 


ACM: Sigcue 
vl7n1l, Winter 1983+ 
e) a 


ACM: Sigda 
vi3nl, Feb 1983+ 
Q 


ACM: -Sigdoc 
v9nl, Feb 1983+ 
Q 


ACM: Siggraph - Computer Graphics 
vV1l/nAz, May 1963+ 


Q 


ACM: Sigir Forum 
Witte» (Fala “iee2t 


& Q 
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ACM: Sigmetrics 
(vli2n1, Winter: 1982/83+ ) 
Q 


ACM: Sigmicro 
vl4nl; Mar 1983+ 
Q 


ACM: Sigmod Record 
v1l3n2,. Jan 1983+ 
Q 


ACM: Signum 
lene; ADE L3Ss+ 
Q 


ACM: Sigoa ; 
v4nil, Summer 1983 


Q 

ACM: Sigpe 

v5n3/4, Spring/Summer 1983+ 
Q 


ACM: Sigplan Notices 
vin. O6Gt:T376+ 
m 


ACM: Sigsac 
(vin4, Fall/Winter 1982+ ) 
Q 


ACM: Sigsam Bulletin 
vl6n4, Nov 1982+ 


Q 


ACM: Sigsmall 
v9nl, Feb 1983+ 


Q 


ACM: Sigquceos 
Visiie-ePring 1 3s3+ 
Q 


ACM: Simuletter 
‘T3Ti  an leet 
D 


ACM: Software Engineering Notes 
vinsS, Dec 1982+ 


Q 


ACM: Transactions on Computer Systems 
vinl, Feb 1983+ 


Q 


ACM: Transactions on Database Systems 
¥Snb; Mar i960: + 


Q 


ACM: Transactions on Graphics 
V2ti, van i98st 


Q 


ACM: Transactions on Mathematical Software 
“8nl, Jan 1982+ 


x 


ACM: Transactions on Office Information Systems 
vinl, Jan 1983+ : 


Q 


ACM: Transactions on Programming Languages & Systems 
vin2, Oct 1979--v2nl, Jan 1980; vSnl, Jan 1983+ 
Q 


ASCII 
n49, Jul 1981--n87, Sep 1984 
m 


Abacus 
Viriiy Pali 1983+ 
Q 


Acta Informatica 
2ini, May 2364+ 
a 


Adtrak Trends 
“May 1983--Aug 1983; Title change to Trendscope 


Advanced Computing 
v2n4, Jan/Feb 1984+ 
bm 


Advanced Technology Libraries 
vl3nl, Jan 1984--vl4n6, -May 1985 
m 


Advertising Age 
1 year plus present 


W 
AmigaWorld 

v2n2, Mar/Apr 1985+ 
bm 


Anderson Report | ia 


(wSnz> Oct 1982-<v5nl7, Mar 2963) ;: v6énl,:. Sep 1983+ 


Antic: The Atari Resource 
v4nl10, Feb 1986+ 
m 


Apple Service Programs Manual 
Manual + updates 
m 


Applied Artificial Tntes) Snes Reporter 
vinl ;- Sep 2983+ 
m 


Artificial Intelligence Report 
v2n9, Sep 1985-v2n10, Oct 1985; title change to Spang Robinson Report 
m 


Ashton-Tate Quarterly i | 
Vinl, Jan/Feb/Mar 1985+ 


¢ 


Aslan Computer Monthly 


n Nov 1982+ 
= 
BP Report 

Aug 1984+ 

W 


Basic Computing: the TRS80 Users Journal 
v5n8, Aug 1983--v6n3, Mar 1984 
m 


Basic Society News 
v2n9, Sep 1983+ 
m 


Bell Laboratories Technical Journal 
v63n2, Feb 1984+ 
10x/yr 


Business Computer Digest 


v2n4, Apr 1984--v3n5, May 1985 
m 


Business Computer Systems 
Vinl, Sep 1982+ 
m 


Business Computing 
Vinl2, Dec 1983+ 
m 


Business Media Week 
Vini; -Apri2 $8; 1985--vin26, Oct 7 1985 
WwW 


Business Software 
Vinl, Apr 1984+ 
m 


Business Unix Journal 
Vin2, Apr/May 1985 
bm 


Business Week 
n2619, Jan 1980+ 
W 


Byte 
vIn oho 1977+ 
m 


C.jJournal 
Vin» Spring 1985+ 
gq 


CD Data Report 
vyin7, May 1985+ 
m 


CP/M Review 


(vinl, Nov/Dec 1982--v3nl, 


bm 


Calico Journal 
vyinl, Jun 1983+ 


Q 


Jan/Feb 1984) 


Classroom Computer Learning 


v4n7, Feb 1984+ 
m 


Club Mac News 
vin7, Dec 1984+ 
m 


CommUNIXations 


v6nl, Jan/Feb 1986+ 
bm 


Compute! 
Pini tale 1 oo + 


mM 


Compute!'s PC & PC Af 
Vinil, Mar 1984--vln8, 
m 


bw Computer & Electronics Marketing 
iz, May 1982+ 
m 


Computer & Software News 
Vind, -Jan 10, i983+ 
W 


Computer Advertising News 
Vinl, Sep 1983--v3n18, Apr 1985 
m 


Computer Book Review 
v2n2, Mar/Apr 1984+ 
m 


Computer Contents 
Vinii,- Jun 15: -1983; vying, Sep: 7, 1983--v3nlieé. Dec 25, 1985 
bw 


Computer Dealer 
oy in5, Jun 1981+ 


aet 


Computer Dealer CD 
n4, Sep 1982; n10, Mar 1983--n34, Apr/May 1985 
m 


Computer Dealer News 
vinl, May 1985+ 
m 


Computer Decisions 
vl2nl, Jan 1980+ 
bw 


Computer Design 
v1l9n1l, Jan 1980+ 
sm 


Computer Fraud & Security Bulletin 


oo Tune 1984+ 
me 


een a ee 


Computer Graphics World > 
I4n8 ; Rg LSSL+ 
m 


Computer Industry Abstracts 
3rd Otr 4985+ 
q 


Computer Industry Daily 
beta #1, Jul 1985--Aug 20 1985 
d 


Computer Industry Update 
v84n8, Aug 1984+ 
m 


Computer Journal 
v27nl, Feb 1984+ 
Q 


Computer Language 
Vini| 1954+ 
m 


Computer Letter 
vind Feb 11-3 985+ 
W 


Computer Literature Index 
April 1984+ 
Q 


Computer Marketing Newsletter 
Viti? JUL 1963+ 
m 


Computer Merchandising 
VINZ JEL SEeiS 
m 


Computer Merchandising International 
vinl, Sep 1983--v2n8, Aug 1984 
m 


Computer Music Journal 
v7n2, Summer 1983+ 


Q 


Computer Products 
v6n2, May 1984+ 
bm 


Computer Publicity News 
Aug 1983+ 
m 


Computer Publishing & Advertising Report 
Vind; Sep 19}; 1983+ 
bw 


Computer Retail News 
Rot 42, 1982+ 
W 


Computer Retailing 
v5n9, Sep 1981--v9n7, Jul 1985 
m 


Computer Systems News 
Zao. 2 OSE 26 
bw 


Computer Technology Review 
vinl, Spring/Summer 1981; v2n2, Summer 1982+ 
Q 


Computer Update 
v4n2, Mar/Apr 1981+ 
bm 


Computer User (for the Tandy/RS) 


vinl, Nov 1983--v2n7, Jul 1984; absorbed by Interface Age 
m 


ComputerWorld 


&) Vld4nl, dan L380+ 
W 


CEE SEER Eo SRE a a ea ae Se 


ComputerWorld Focus 
vlen25A, Jun23, 1982+ 


m 
Computeriter 
ving, Aug 1985+ 
m 


Computers & Electronics 
v20nl1, Nov 1982--v23n4, Apr 1985 


mM 


Computing Today 


v6n3, 
m 


May 1984+ 


Computing for Business 
v9n11/12, Nov/Dec 1984+ 


mM 


Consumer Electronics 
v13n4, Apr 1985+ 


m 


Creative Computing 


v6onl, 
m 


Jan L9e0U--9ilni2, Dec .19685 


Cryptologia 


v9nl, 
gq 


Jan 1985+ 


Culpepper Letter 


nls, 
bm 


Winter 1984+ formerly Salt 


DEC Professional 


Tins; 
m 


Data 
V3TiS 
m 


Nov. 1382--v5ni, Jan.19856 


Based Advisor 
Mar 1985+ 


'n Pepper 


Data Communications 
v9nl1l, Jan 1980+ 
m 


Data Sources 
current issue 


Q 


Data Training 
v2n9, Aug 1983+ 


m 

Database 

vin2, Jun 1984+ 
Q 

Datamation 
v26nl, Jan 1980+ 
sm 

Dealerscope 
v24n6, Jun 1981+ 
m 


Design News 
(v38n2, Jan 1982+ ) 
sm 


Digital Design 
vi2nl, Jan 1982+ 
m 


Digital Review 
Vinl, Oct 1983+ 
m 


Directory of Online Databases 
v5n3, Spring 1984+ 
Q 


Documentation, Etc. 
v3nl, Jan/Feb 1986+ 
bm 


Dr. Dobb's Journal 
vVini; Jan. 1976+ 
m 


Dtack Grounded 
n36, Oct 1984--n45, Sep 1985 
m 


EDN 
W260i. Sen 2, 1961+ 
sm 


EMMS 
v9n6, Mar 15 1985+ 
bw 


EPB: Electronic Publishing & Bookselling 
vind, Sep I983+ 
bm 


Editorial Eye 
n1i10, Nov 1984+ 
m 


Educational Technology 
v20nl1l, Jan 1980+ 
m 


Electronic Business 
vjns, Jul issi+ 
m 


Electronic Business Forecast 
v2nl, Jan 1984--v2n24, Dec 1984 
bw 


Electronic Design 
V29ni2, dun 11, i1968i+ 
bw 


Electronic Engineering Times 
n2/79, Feb 13, 1984+ 
W 


Electronic Imaging 
v2nl, Feb 1983--v2n4, May 1983; v3nl, Jan 1984+ 
m 


Electronic Learning 
v3n4, Mar 1984+ 
8x/yr 


Electronic News 
v29n1426, Jan 3,.1983+. 
W 


Electronic Products 
V2an fF, NOV 15, -23981+ 
19 x/yr 


Electronics 
VS3rii3 Jan LYSU+ 
W 


Electronics Retailing 


ey v4nl, Jan/Feb 1985+ 


1 


Excellence: The Microsoft Excel User's Journal 
vinl, Jan 1986+ 
m 


Family Computing 
Vin2, Oct 1983+ 
m 


Folio 
Spring 1985+ 
Q 


Forbes 
VWisina>, Jin: 20; L9s3+ 
bw 


Fortune 
v1l07nl1l, Jan 1983+ 


@ ° 


Future Views 
pec 30, 1982+ 
m 


Government Computer News 
(v2n9, Sep 1983+} 
bw 


Hands On! 
v6én2, Summer 1983+ 
occasional 


Hardcopy 
yvl0n6:;;: Jul/Aug 198i+ 
m 


Hewlett-Packard Journal 
(v33n2, Feb 1982--v22n10, Oct 1982); v34n2, Feb 1983+ 


m 

Hey, MAC! 

¥V7ni. Dec. 20139654 
m 


High Technology 
vinli, Sep i981+ 
m 


High-Tech Marketing 
Ost. 2954+ 
m 


Home Computer & Software Merchandising 
Pvyinl ;- Set a 3tcr 43 
m 


Home Software 
Jul: 2, “19844e0un 1/,.1985 
bm 


Home Views 
v85nl1, dan 1985+ 
m 


Human-Computer Interaction 


e vinl, Jan 1985+ 
q 


Hyatt's PC News Report 
(vins ; Sep 1983+.) 
m 


I B Magazette 
(Sep 1982--v3n3, Mar 1984) 
bm 


IBM Journal of Research & Development 
| v24nl1l, Jan 1980+ 
bm 


IBM Office Communications Perspective 
wins. Oct: i39383+ 
m 


IBM PC Index 
v2n2, Mar/Apr 1984+ 


e ° 
IBM PC Update 


vin9, Sep 1984+ 
m 


IBM Personal Computer Seminar Proceedings 
vinl, Aus 1963+ 
irregular 


IBM Systems Journal 
v20nl, Jan 1981+ 
Q 


ICP Insider's Letter 


(vl0n11, Nov 1982--vl2nl1l1, Feb 1985) 
m 


IDP Report 


v5n14, Sep 14, 1984--v6n6, May 10, 1985 
bw 


LTEEE Computer 


(vl0n8, Aug 1977--vli3n5,. May 1980); vl4nl, Jan 1981+ 
= : 


IEEE Computer Graphics & Applications 
(VIZ Apr a1 961--vins,. Nov 1982): v3nl; Jan/Feb 16574 
m 


IEEE Design & Test of Computers 
vin2, May 1984+ 
bm 


IEEE Micro 
vinl, Feb 1981+ 
bm 


IEEE Proceedings 
vvln2, Feb 1983+ 
m 


IEEE Software 
vinl, Jan 1984+ 
bm 


IEEE Spectrum 
(vien/, JUS 198li>=-vlenli, Nov 1981); vl9nl. Jan 19624 
m 


IEEE Transactions on Computers 
v29nl, Jan 1980--v30n12, Dec 1981; v32n2, Feb 1983+ 
m 


IEEE Transactions on Pattern Analysis & Machine Intelligence 
(vS5n2, Mar 1983+ ) 
bm 


IEEE Transactions on Software Engineering 
v6nl, Jan 1980--v7n6, Nov 1981; v9n2, Mar 1983+ 
m 


IEEE Transactions on Systems, Man & Cybernetics 
vl4n2, Mar/Apr 1984+ 
bm 


ow 


ISO World 


v5n39, Nov 8, 1982--v6n20, Nov 14, 
Icon 

v6+ 

infrequent 

Iconcepts 

vinl, Jul 1984--vlin4, Oct 1984 
m 

InCider 

v2n3, Mar 1984+ 

m 

Lic, 

1 year plus present 

m 


Industry Week 
1 year plus present 


bw 

Info Age 

vin2, Mar/Apr 1982+ 
m 


Info Source for IBM PC 
v2n8gs, Aug 1984+ 
m 


InfoCorp Monthly Retail Brand Survey Report: 


Apr 1984+ 
m w/Q update 


InfoCcorp Monthly Retail Brand Survey Report: 


Dec 1984+ 
m w/Q update 


Infoworld 
v2nl, Feb 1980+ 
W 


1983; 


title change to Micro MarketWorld 


Microcomputers 


Software 


Information & Word Processing Report 
V2onl 1, Dee 1963=-y2inl2. Dee 15.1984 
sm 


Information Display 
vinl, Jan 1985+ 
m 


Information Systems News 


n/79, Jan 10, 1983--n131, Dec 24, 1984; title change to Information Week 
W 


Information Today 
vin6é, Jun 1984+ 
m 


Information Week 


n/9, Jan 10, 1983+ formerly Information Systems News 
W 


Infosystems 
v27nl, Jan 1980+ 


inside Macintosh 
Aug/1984+ 
infrequent 


Interface Age 
vosnl, Jan 1980--v9n10, Oct 1984; title change to Computing for Business 


International Journal of Man-Machine Studies 
v2Onl, Jan 1984+ 
m 


ix Magazine 
vind, dun 1985+ 
m 


Jeffries Report 
v3n2, Feb 1984+ 


Journal American 


current issue only 
d 


oy “ Jurnal of Algorithms 
on2, June 1985+ 


Q 


Journal of Computer-Based Instruction 
vi2nz,:Soring “E355o* 
Q 


Journal of Microcomputer Applications 
v6onl, Jan 1983+ 
0 


Journal of Parallel & Distributed Computing 
v2n3, Aug 1985+ 


gq 


Journal of Pascal & Ada & Modula-2 
bnn4, Nov/Dec 1982+ 


i Journal of Systems & Software 
ww "Snl, Feb 1985+ 


Q 


Journal of Technical Writing & Communication 
vl3n4, Nov 1983+ 
Q 


Leisure Time Electronics 
vin6é, Aug 1981--vin7, Oct 1981; v2nl, Jan 1982--v6nl, Jan 1986 
m 


Library Software Review 
v2n2, Mar 1983--v4n6, Nov/Dec 1985 
bm 


Lifelines: the Software Magazine 
vinl, Jun 1980--v5n5, Oct 1985 
m 


Link-Up 


Y» ‘inl, Sep 1983+ 
m 


List 
vinl, Spring 1983--v2n6, Jan/Feb 1985 
sm 


LocalNetter 

v3n2, Feb 1983+ 

m 

Lotus 

vintl,. May 1985+ 

m 

MACAZINE 

vind, Feb 1985+ 

bm 

MACazine 

vinl, Dec 1984+ 

m 

MIS Week 

ivsnl , Jan -6 7 2962--Véni2, Mar. 23, 1983) = vanie, 
W 

Mac In Touch 

vin4, Oct 1985+ 

m 

MacBriefs 

Vini., Oct/Nov: 4985+ 
sm 

MacNews Update 

nl, Nov 1984+ 

m 

MacTutor 

vin3, Nov/Dec 1984+ formerly Mac Tech Journal 
bm 

Macworld 


vinl, Feb 1984+ 
m 


Apr 20, 


1983+ 


Machine-Mediated Learning 
¥int., 3537 
Q 


Macintosh Technical Nectes 
te, 4,9 7ii ws oe 20, 22, 32+ 
ir 


Micro 
n6é9, Feb 1984--n7/6, Oct 1984 
m 


Micro Communications 
vin3, Apr 1984+ 
m 


Micro MarketWorld 
Nov. 30,.1983+ 
sm 


ow Micro Publishing Report 
vin6é, Dec 1985+ 
m 


Micro Software Marketing 
Sep 1983+ 
m 


Micro/Systems Journal 
v2nl, Jan/Feb 1986 
bm 


MicroComputer Printout 


(v2n1l0, Nov 1981--v3n1l2, Nov 1982); Jan 1984--Feb 1984; title change to 
Computing Today 
m 


 MicroSoftware Today 


vinl, Feb 1984--v1nl0, Dec 1984; absorbed by Personal Computers Today 
m 


Microcomputer Industry Update 
Sep 1983+ 


| m 


Microcomputing 
v4ni, Jan 1980--v8n11, Nov 1984 


m 


Microcomputing 
Feb 1984+ 
m 


Microprocessors & Microsystems 
v8n8g, Oct 1984+ 
10x/yr 


Microsystems 
vinl, Jan/Feb 1980--v5nl1l1, Nov 1984 
m 


Mini-Micro Systems 
vi3nl, Jan 1980+ 
m 


Modern Office Procedures 
v25nll, Nov 1981--v28n9, Sep 1983; title change to Modern Office — an 
m 


Modern Office Technology 
v28n10, Oct 1983+ 
m 


NTIS - Computers, Control & Information Theory Newsletter 
Jun 5, 1984--Jun 25, 1985 
W 


New Generation Computing 
v2nl, 1984+ 


Q 


NewSoft 


Vin2, Mar 1984--v2n3, Mar 1985 
m 


Newsweek 
6 months plus present 
W 


Nibble 
vzZnl, Jan 1981+ 
m 


Nibble Mac 
vinl, Sep/Oct 1985+ 
bm 


Office 
(v93nl, Feb 1981--v97n4, Apr 1983); v97n6, Jun 1983+ 
m 


Office Administration & Automation 
v44n6, Jun 1983+ 
m 


Office Automation Update 


(v2n8, Aug 1983--v3n3, Mar 1984); title change to Business Computer Digest 
m 


Office Products Analyst 
v6n2, Feb 1982--v9n8&, Aug 1985 
m 


Office Products News 


(vl6n4, Sep 1981--vl6n7, Dec 1981); title change to Today's Office 
m 


Office Systems Ergonomics Report 


v2n5, Sep/Oct 1983--v4nl, May 1985 
bm : 


Office Views 
v84n1, Jan 1984+ 
m 


Official Airline Guide, North American Edition 
current issue 
bw 


One-Person Library 
vinl, May 1985--v2n8, Dec 1985 
m 


Online 


v8nl, Jan 1984+ 
bm 


Online Libraries ¢ Microcomputers 
v2nz, Feb 1984--v3nl2, Dec 1985 
m 


Online Today 
v3n5, May 1984+ 
m 


Optical Memory News 
#18, Nov/Dec 1984+ 
m 


bt we eer 
Vini;~ Jaw 5, L3965+ 
bw 


P.Cc. Review 
VinZ, Aiug.1935+ 
m 


PC 
Vind, Apr/May 1982+ 
bw | 


PC Firing Line/PC Underground 
ni, Jul 1984--n7, Jan 1985 
m 


PC Netline 
Vini,- Jul. 1984+ 
m 


PC News Watch 
vin2, May 1983; title change to Hyatt's PC News Report 


tow PC Products 


vin5, Nov 1984+ 
m 


PC Retailing 
vinil, Nov 1983=-v3n4, Apr 1985 
m 


PC Tech Journal 
Vinl, Jul/Aug 1983+ 
m 


PC Week 
(vlin6, Sep 1983+ ) 
W 


PC World 
vinl, Jan 1983+ 
m 


aw PC jr. 
. vinl, Feb 1984--vlnl10, Nov 1984 
Mm 


PC jr. News 


vin/, Dec 27, 1983--v2nll, Mar 16, 1984; ceased publication 
irregular 


PCa 2r..: World 


Mar 1984--May 1984; absorbed by PC World 
m 


PCM 
vVinl, Aug 1983+ 
m 


Performance & Instruction Journal 
v24n5, June 1985+ 
10x/yr 


Personal & Professional 


oe Vinl, Jul 1983--v2n6, Dec 1984/Jan 1985; absorbed by DEC Professional 
m 


Vinl, Jan. 1962--v2n3,°Mar. 1983; v2znil, Nov..1983=-vinsS. May 1984 


Personal Computer Age i) 
m 


Personal Computer World : 
(v4n3, Mar 1981--v6n12, Dec 1983); v7n5, May 1984+ 
m 


Personal Computers Today 
v2nl, Jan 1984+ 
m 


Personal Computing 
v5n10, Oct 1984+ 
m 


Personal Software 
vinl, Nov 1983--v2n9, Sep 1984 
m 


Popular Computing 
vinl, Nov 1981--v5n2, Dec 1985 > 
m 


Popular Electronics 


vl/7nl, Jan 1980--v20n10, Oct 1982: title change to Computers & Electronics 
m 


Portable 100/200 
vinl, Sep 1983+ 
m 


Portable Computer 
vinl, Feb/Mar 1983+ 
m 


Practical Computing 


v4n2, Feb 1981--v5n4, Apr 1982; v6n12, Dec 1983+ 
m 


Professional Computing 
vinl, Apr/May 1984+ 
bm 


ow Professional Computing Highlights 
Jan 10, 1986+ 
m 


Programmer's Journal 
viné, Nov/Dec 1983+ 
bm 


Release 1.0 
Apr 14, 1983+ 
irregular 


Report on AT&T 
v3nl8, May 6, 1985+ 
W 


Research in Word Processing Newsletter 
v2n5, May 1984+ 
m 


Retail Views 
w Jan 1984--Dec 1985; Title cahnge to Distribution Views 
m 


Rosen Electronics Letter 


(Jul 7, 1980--Mar 8, 1983); title change to Release 1.0 
irregular 


S. Klein Newsletter on Computer Graphics 
Von12713, Jum 20/Jul 11, 1983+ 
sm 


SIG/86 International MS-DOS Users Group Newsletter 
Oct 1983+ 


irregular 


SMPTE Journal 
v94n4, Apr 1985+ 
el 


san Jose Mercury 
i 1 month + current 
d 


| 


Satn s 
v3n2, Nov/Dec 1983--v3n6, Jul/Aug 1984; title change to RS 
sm 


Scientific American 
v242n1, Jan 1980+ 
m 


seattle Post Intelligencer 
current issue only .- 
d 


Seattle Times 
current issue only 
d 


Semaphore Signal 
n13, Jun 22, 1984+ 
10x/yr 


Seybold Report on Office Systems 


vSnl, Jan 1982+ > 
m 


Seybold Report on Professional Computing 
vinl, Jan 28, 1983+ 
m 


Seybold Report on Publishing Systems 
vlinl3, Feb 1982+ 
bw 


Seybold Report on Word Processing 

(v3n4, May 1980--v4n6, Jun 1981); title change to Seybold Report on Office 
Systems 

m 


Siam Journal on Computing 
vl4nl, Feb 1985+ 


Q 


Simply Stated 
n32, Dec 1962/Jan 1983+ 


m 


ow Sizzle Sheet 
Ost Cen 2S 1 ge 


mM 


Small Computers in Libraries 
v3n9, Sep 1983--v5n6, Jun 1985 
m 


Small Systems World 

(vl0nc, Fed 1982--vi0ni2, Dec 1982): vilin2d, Feb 1983--vl3n8, Aug 1985 -Title 
change to Systems 3X World 

m 


Soft-letter 
Vini, Jan 21;.-1983+ 
bw 


Softalk (Apple) 
v2nl, Sep 1981--v4ni2, Aug 1984 
m 


i Softalk (IBM PC) 
Vinl, Jun 1982--v3n3, Aug 1984 
m 


Softline 
vinl, Sep 1981--v4nl, Jan/Feb 1984 
bm 


Softsel Hot List 


in Software-Bestsellers drawer 
bw 


Softside 


(vsn7/, Apr 1982--v6ni, Oct 1982); w6n3.° Dec 1982--v7n3, Mar 1984 
m 


Software & Microsystems 
v3n3, Jun 1984+ 
bm 


Software Digest Ratings Newsletter 
& vinl, Jan 1984+ 
10x/yr 


Software Industry Builetin 
Vin23, Sep 23, 1985+ 
WwW 


Software News 
¥3Ni; Van 196 s+ 
m 


Software Practice & Experience 
vi0Onl, Jan 1980+ 
m 


Software Publishing Report 
vind, Sep 7/7, 1983+ 
sm 


Software Retailing 
vinil, Sep 1982--v3n3, Nov 1984 
m 


Software Views 
vinl, Jan 1985+ 
m 


Software Watch 
vin7, Jul 1984+ 
m 


Spang Robinson Report 


vinl, Nov 1985+ formerly Artificial Intelligence Report 
m 


SpreadSheet/Satn 
vinl, Jan 1981+ 
m 


Storeboard: Peripherals Report 
April 1985+ 
m 


Storeboard: Personal Computer Report 
Jan 1984+ 


m 


Storeboara: Software Report 
Abrii. 1985+ 
m 


Supermicro 
hin, van 22, 1983+ 
16x/yr 


Systems & Software 
Vini, Sep -2982+ 
m 


- Systems & Software, Electronic Design 
(v30nz, Jan 21, 1982--v30n16, Aug 5, 1982); title change to Systems & Software 


bw 


Systems 3X World 


(viun2, Feb 1982--vidni2, Dec 1982); wlin2; Feb 1983+ =Formerly Small Systems 
World 


J m 


THE. vournal 
(v8n5, Sep 1981--v9n4, May 1982); vl0nl, Sep 1982+ 
8x/yr 


Talmis Industry Update 
Jul 1983+ | 
m 


TechNotes 
Nov 1985+ 
m 


Technology Review 
Vv83nl, Oct 1980+ 
8x/yr 


Telecommunications 
vl7n10, Oct 1983--vl8n12, Dec 1984 
m 


Telecommunications Alert 
v2nl, Jan 1984+ 
m 


Time 
6 months plus present 
W 


Today's Office 


(vilGn8, Jani 1982--vlin5, Oct 1982);.Vvl8n4, Sep. 1983--vioni, 


mM 


Token Perspectives Newsletter 
v2n3, Mar 1984+ 
m 


Training 
vi7nl, Jan 1980+ 
i 


Training & Development Journal 
v39n3, March 1985+ 
m 


Trendscope 


Sep 1983+ formerly Adtrak Trends 
m 


Tugboat 
v5nl, May 1984+ 
sa 


Typographer 
v10n5, Sep/Oct 1984+ 
sm 


ae 
received first issue 9/11/84 


Unique 
(v2n5, Jan 1983+) 
m 


Jun 1984 


— Inix Perspective 


vin6, Mar 1983+ formerly Yates Perspective 
m 


Unix Review 
vinl, Jun/Jul 1983+ 


m 

Unix/World 

vini, Jan/Feb 1984+ 
m 


User's Guide (CP/M & MS-DOS System Users) 
v2n2, May 1984+ 
bm 


VLSI Design 
v2n3, Third Quarter 1981+ 
m 


lw 2nture 


f4ni,-Jan 1982; v4a4n4, Apr 1982+ 
m 


Video Marketing Newsletter 
January 23, 1983--Nov 2, 1984 
bm 


VideoPrint 
vSnll, Jun 8 1984+ 
sm 


Videodisc Monitor 
v4a4nl, Jan 1986+ 
m 


Videodisc and Optical Disk 
v3nl, Winter 1983+ 
bm 


ey “Sual Computer 


vata Ouse 26 or 


q 


Wall Street Computer Review 
v2nll, Oct 1985+ 
m 


Wall Street Journal 
3 months + current 
d 


Wired Librarian's Newsletter 
May 1984+ 
m 


Workstation Server News 
(vlin2, Aug 1983+ ) 
m 


World Unix & Cc 
Jan 1984+ 


VI. Computer Services 
Email 
PC Repair 
Network Access _ Instructions 
MSNET Ungerman-Bass Network 
Quick and Dirty Email User's Guide 


6.1 
6.2 
6.3-6.5 
6.6-6.8 
6.9 


ey COMPUTER SERVICES 
Email 


The Corporate Systems Operations office at X-8430 can help you with any of the 
following problems: 


Problems/questions with terminals 

Problems/questions with the corporate (Ungermann Bass) 
network 

Problems/questions with email 

Problems/questions with XENIX system 

Special tape requests 

If you don't know who to call, call this office. 


Your call will be logged and tracked from this office. Calls will be answered in 
the order in which they were received. Two Systems Technicians, on radio 
contact with the Operations office, will cover all buildings. Please do not contact 
them directly as this will slow the response to your problem. 


3/4/86 -- 64 


ty COMPUTER SERVICES 
PC Repair 


All equipment repair requests are now mailed automatically to a tracking 
database. The user now types pcrepair as a command from the XENIX prompt. 
Following this procedure helps ensure prompt response and repair. 


The pcrepair program asks the user to fill in several lines of information about 
the problem. The user types in the data and answers the final question ("y" for 
yes)--the data is then mailed to the database. 


The electronic form contains: 


Email contact: Email name of person to contact 

MS tag number: Microsoft asset tag number of equipment 
Location: Location of equipment 

Phone number: Phone number of email contact 

Priority: Priority (1-5: 1 emergency down...5 upgrades) 
Descriptions: Text description of problem (one line) 
Remarks: Additional text remarks about situation (one line) 


The user may still type "mail pcrepair” to contact the Carterfone people. This 
ow may be follow-up email communication. However, one must use the pcrepair 
electronic form when making an official request for repair. PC Repair can also 

be contacted at X-8656. 
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COMPUTER SERVICES 
NIU-180 NETWORK ACCESS INSTRUCTIONS 


Welcome to Microsoft's Corporate Campus. One of the features of this new site 
is the Ethernet-based local area network which encompasses the entire campus. 


To connect to a computer on the network from your terminal, you will use the 
following procedure. 


i. Press two returns. The system will respond with one of two phrases: 


"You may now enter Net/One commands” 


Type a "c", followed by a space (the word "connect" will then appear 
in its entirety) followed by the full name of the computer with which 
you want to communicate. The system will respond with whether or 
not you are connected and the "“login:" prompt. 
To disconnect, press the “break” key. 

"PLEASE SELECT A MUPPET OR OUR GANG" 


See the IS4000 switch instructions. 


There are other features available with the new network. These will be 
publicized after the move with instructions on their use. 


If you have problems, please report them to X-8099 where they will be logged 
and a member of the support team will be dispatched. 
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ow COMPUTER SERVICES 


When you press the return key on your terminal keyboard and see: 
XX-XX IS4000 
SELECT A MUPPET OR OUR GANG COMPUTER 


You have been connected to the IS4000 Switching system. The XX-XX is the 
switch address for your terminal. You should make a note of this number to use 
as a reference if you need to call to report a problem. 


You can access the email machine to which you have been assigned or one of the 
VAX systems at this point. Key in the first 3 characters of the name of the 
machine you want. 


If you typed in your email machine name, you will receive the following 
message: 


CONNECTED TO XX-XX 
login 


XX-XX is the switch port address for the email machine you selected. 


n 


At this point follow your standard procedures for logging onto email. Put in 
your USERNAME and PASSWORD. When you end your email session, you get the 
"LOGIN" prompt again. At this point it is REQUIRED that you break your 
connection so that others can have access to their email. 


To get out of the "LOGIN" prompt and back to the "SELECT A MUPPET OR OUR 
GANG COMPUTER" prompt you must press the "BREAK" key. 


Here are the instructions for those wishing to access a VAX system. 
CONNECTED TO XX-XX 
You will have to hit the return key one more time to get a prompt by the VAX 
System you requested. (XX-XX is the switch port address for the the VAX 
requested). 
You will get the message: 
XXXX here .... (XXXX is the name of the VAX requested) 


USERNAME: 


ww At this point proceed with normal login by putting in your USERNAME & 
PASSWORD. 
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ow To get back to the "SELECT A MUPPET OR OUR GANG COMPUTER" message, at the 
USERNAME prompt, press the break key and then the return key. 


Patience is a key word while waiting for your prompts. If there is heavy switch 
activity it might take a second or so for the switch to respond to your request. 
It will only break your keyboard if you "pound" the break or return key trying 
to get a prompt. If you have a problem with a switch connection, call Bill Jump 
or email billju. We will get back to you ASAP to resolve your problem. 
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MSNET/UNGERMANN-BASS NETWORI¢ 
ws Installation For MS-DOS Machines 


Microsoft Evergreen Network - Release 1.0 


1. Upgrading to DOS 3.2 


This distribution package consists of three diskettes. The first two are an updated version of 
DOS (version 3.2), the third contains the network software. If your machine is running a version 
of DOS older than 3.2, you MUST upgrade to DOS 3.2 for the U&B network to function. If 
your machine is running a very old version of DOS (2.x), please see your local DOS expert for 
help. 


If yourmachine is running DOS 3.X insert the first disk into drive ‘‘A’’. This is the diskette 
labelled ‘‘DOS 3.2’’. Then boot your machine using this disk, and perform the following 
commands. The destination paths shown here are suggested paths: you may not want a \BIN 
directory or a \DEV directory. Also, your CONFIG.SYS file may expect the COMMAND.COM 
program to be in a special place. This example assumes the existance of \BIN and \DEV, and 
that CONFIG.SYS wants COMMAND.COM in the root directory. 


...reboot your machine... 

SYS Cc: 

copy a:command.com c:command.com 
| copy a:*.exe c:\bin 
copy a:assign.com c:\bin 

copy a:more.com c:\bin 

copy a:ansi.sys c:\dev 


Now you should boot your machine from your hard disk (drive C:) and try running with DOS 

ws 3.2. If this does not work, or if you get any error messages, consult a DOS expert. If this step 
worked, then insert the second diskette, labelled ‘‘DOS 3.2 Supplement”’ and copy the files 
from the floppy onto your hard disk, presumably into the \BIN directory. 


2. Installing the Network 


When your machine is successfully running DOS 3.2, you are ready to install the U&B network 
software. But before installing the network, you must know: 


e The serial number of your U&B network card. Look at the peripheral/IO slots on the back of 
your PC. One of the cards will have a small white label with brown lettering that says 
‘‘Ungermann-Bass"’ on it. The label has a hole in the middle with a small light protruding 
through it. The serial nurnber is the 5 digit number printed in black, underneath the light, 
and NOT the small number in the brown box above the light. 


e The number of the sub-net your machine is connected to. You will have to get the sub-net 
number from your network administrator. The sub-nets are numbered by building, floor, 
corridor etc. It is important that all machines on the same physical sub-net (ie same cable 
run) have the same sub-net number. 


e Is your machine an AT or XT? This should be obvious. 


e Does yourmachine already have an IBM network card in it? This refers to the IBM net/Sytek 
card. The answer is no, unless your machine will be running on both IBM and U&B nets. If 
the answer to this question is yes, you MUST have a ‘‘modified’’ U&B card, and you must 
give the argument ‘‘withibmcard”’ to the install program. 


¢ The name of your machine. The name of your machine is just that: the name by which the 
we machine will be known-to other users on the network. It is suggested that personal machines 
be named with the Email name of the owner, while group machines should be named 

something mnemonic (PayrollOne, Library, Facilities). 
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es e The target path. You must decide where to put the program files that will be copied from the 
installation diskette. Normally these new files would be placed on your hard disk in the \BIN 
directory, but you may elect to do otherwise, perhaps creating a \UBNET directory. If you 
choose a path name other than \BIN, you may have to edit your AUTOEXEC.BAT file and 
add this new directory to your path. Ask your local DOS expert if you need help with this. 


When you have determined the answers to the above questions you are ready to run the 
‘‘netconf’’ command. Place the third installation diskette into drive ‘*A’’. This is the disk 
labelled ‘‘UB/MSNET Configuration’’. Then reboot your machine using the A: disk. As an 
example, my machine is an XT, UB card serial number is 98765, it is on sub-net 1234, I intend to 
install the new software on my ‘‘C’’ drive in the directory \BIN, and I do NOT have an IBM 
(Sytek) card. After inserting the network diskette in drive ‘‘A’’, I type: 


...reboot your machine... 
a: 
netconf 98765 1234 xt c \BIN 


Another user who DOES have an IBM net (Sytek) card, and wants to put the files in a seperate 
directory (named \UBNET), would type: 


...reboot your machine... 
a: 
netconf 13579 2468 xt c \UBNET withibmcard 


If your machine is an AT, obviously you type ‘‘at” instead of ‘‘xt’’. The letter ‘‘c’’ indicates that 
the destination directory is on drive C. NOTE: There is no colon (:) after the drive name! The 
last argument ‘‘withibmcard’’ means that a Sytek/IBM net card is installed. Only add this if you 
will have both a modified U&B card AND a Sytek/IBM net card installed in your machine. 


ey The ‘‘netconf’’ command will create a directory if necessary (C:\BIN or C:\UBNET in the above 
examples), and copy files from the floppy. When it is finished you can remove the floppy, which 
you should return to your group assistant, or pass on to another user in your hallway. 


3. Running the Network 


Most users will want their personal machine to be a ‘‘client’’ machine on the network. A client 
machine uses network facilities provided by a ‘‘server’’ machine. Server machines provide shared 
resources to client machines on the network; they are usually owned by a group. A desktop 
machine is probably a client: server machines will usually be found in the computer room. To 
start the network on aclient machine, type: 


net start rdr NAME 


where NAME is the name the machine will be known as, presumably your Email name. This line 
should probably be added to your AUTOEXEC.BAT file, so that the network is automatically 
started when you reboot your machine. However, if the machine is going to be a server (ie a 
shared resource machine) the command should be: 


net start server NAALE 


Again, you might want to add this line to the AUTOEXEC.BAT file on the server machine. 
Server machines should ?lso have the following lines in their CONFIG.SYS file: 


files=255 
buffers=20 
lastdrive=z 
YY Client machines can dispense with the ‘‘files=255’’ directive, 
6.7 
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4. Talking to XENIX Machines 


It is possible for your DOS machine to talk directly to a XENIX system, just as if the PC were a 
terminal. To do this, run the command VTP (Virtual Terminal Program). The XENIX machine 
will respond with a login prompt: then you login as you normally would. For example: 


vtp grover 


grover - XENIX Net VTP SERVER 


login: 


To close the VTP session, type Al]t-F10; to get a sub-shell type Alt-F9. It is a good idea to 
always logout before closing the connection, although closing the connection will log you out 


anyway. 


5. Questions and Problems 


If you encounter problems with the DOS upgrade, find a DOS guru. If you have questions about 
the network, talk to Mark Bowers (markbo): he is our network administrator. If you are having 
problems with your PC itself, call pcrepair. Finally, when all else fails, remember this little 
ditty: . 

When in trouble, 

When in doubt, 

Run in circles, 

Scream and Shout. 
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INTRODUCTION 


A few days after you start work at Microsoft, you'll receive word that 
you have an email "account." You will be told your email (login) name 
and your temporary password; these will enable you to use email by 
using the instructions on the following pages. 


A few important notes: 


&: 


The RETURN key should be pressed at the end of each command. 


Throughout this manual, underlined elements in command Strings 
are variables - used for example only (phone name [RETURN]). In 
practice, the email user should replace these underlined elements 
with appropriate text (phone joeem [RETURN)]). 


The XENIX operating system and the email program have unique 
prompts: within XENIX, the prompt is a dollar sign ($); once you 
enter email, the prompt becomes an_ underscore. 


Do not interchange the characters. 


1 (one) and 1, or 
O (zero) and 0 


Do not use the cursor direction keys to move from line to line to 
manipulate text. Some simple methods of screen editing will be 
discussed in this manual; for more in-depth information, refer to 
the VI editor manual. 
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LOGIN 


In a manner of speaking, your login name is your “address” in the 
email system. It enables you to receive mail and enter the system to 
send email to other users. 


Your login name is commonly your first name, plus the first (or first 
two) letters of your last name, all in lower case. Enter your login name 
on the terminal, which should be prompting you with the word "“login:". 
For example, Joe Employee would login as follows: 


login: joeem [RETURN] 


PASSWORD 


Once you have entered your login name, you will be prompted for your 
password. Use of a password ensures that only you (or other 
individuals knowing your password) will be able to access your email 
messages. Following the PASSWORD prompt, enter your’ temporary 
password (it will not appear on screen), followed by a RETURN. 


If the message 


Login incorrect 
Login: 


appears, you have made a typing error while entering your login name 
Or password; just follow the procedures for logging in again. (If this 
same message occurs more than twice, your login name may not be 
valid on that particular terminal due to differences in operating 
systems. Check with the email supervisor.) 


Once you have logged in correctly, the name and version number of the 


XENIX Operating System will appear centered in your screen, followed 
by the XENIX "$" prompt. 
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HANGING YOUR PASSWORD 


Once you're established on the XENIX Operating System, you'll want to 
change the password originally set up for you. The best passwords are 
made up of portions of words rather than guessable codes such as 
names or license plate numbers. The word you _ select should be 
changed once a month. 


Once you have logged into the system, select a password from 6 to 10 
characters in length and use the following procedures: 


1. Following the XENIX §$ prompt, type 
passwd .[RETURN] 


ei The system will respond, and ask for the new password. Type it 
in, and press RETURN. 


a The system will ask for the new password. Type it in, and press 
RETURN. 
4. To ensure the correct entry of the new password into the system, 


youll be prompted to type the new _ password again. Press 
RETURN once you have done so. 


If this process is successful, you will receive the $ prompt again, and 
you can proceed with other tasks. If you have made an error in typing 
one of your passwords, you'll receive an error message, such as 
“Mismatch - Password Unchanged," "Sorry," or “Temporary File Busy, 
Try Again," followed by the $ prompt. If this occurs, just try the 
“Change Password" procedure again, from the beginning. 
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LOGOUT 


When you are ready to quit using the mail system, you should 
Type 


q [RETURN] 
You'll receive the message 


Held X messages in usr/spool/mail/name 
you have mail 


$ 


Following the $ prompt, press the CONTROL and D keys together. 


These actions will log you off the terminal. 
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logout. 


WITHI I 


You can access several helpful commands within the KENIX System. 
Remember that all XENIX commands must be in lower case letters. 
Type any of the following after the $ prompt: 


date [RETURN] Prints the date, time and year, e.g., 
Thu Jan 13 08:40:19 PST 1986 


who [RETURN] Displays a list of all users logged into the XENIX 
System at the current time, as well as the terminal 
to which they are logged on, and the time they 
logged on. 


who am i [RETURN] Displays the name of the person who is logged into 
the terminal you are using, and the time they 
logged in. 


phone [RETURN] Displays the entire company phonelist, which 
contains extensions, employee names, login names, 
bldg/rm locations, and departments, e.g.: 


2487 Employee, Joe joeem ms3/909 ITL 


The phone command may be used _ with several supplementary 
commands to display selective lists of user names: 


phone name [RETURN] Displays all email users having the 
designated name. (May be ffirst or lastname, 
email name, or first portion of a first or last 
name). 


phone number [RETURN] Displays the name of the individual having 
the designated phone number. 


Phone dept, [RETURN] Displays the names of all individuals within 
the specified department. 
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jobs [RETURN] 


mailalert on [RETURN] 


mailalert off [RETURN] 


Displays a list of all the positions currently 
available at Microsoft. 


Using this command allows a "NEW MAIL" 
screen message to appear whenever new 
mail has been received. 


Use this command to turn off the automatic 
"NEW MAIL" feature. 


I - A YSTEM 


Once you enter mail, you can either send messages immediately, or 
read your messages. 


i and era ne ince eee. 


Following the $ XENIX prompt, type 
mail name [RETURN] 


where name represents the email name of the person you wish to send 
to. (Refer to the company phonelist for employee email names.) If you 
are sending to more than one_ individual, type each email name 
Separated by a space. Some group names (or aliases) have been 
established within the company. These aliases may be mixed with 
individual names for a message address, €.g.: 


mail billw paulr bikers [RETURN] 
You will then be prompted for the subject of the message. You can use 
up to 28 characters/symbols/numbers to represent the subject of the 


message. Press RETURN once you have completed this. Then type the 
body of your message. 


To send the message, refer to the section on SENDING MESSAGES. 


BORTI M A 


If you decide you don't want to send a message which you have begun, 
press the DELETE key. This will first interrupt the on-screen activity. 
Press it a second time to abort the message. 


T nter_ email and r r_m 
Following the $ XENIX prompt, type 
mail [RETURN] 
This command will bring up your mailbox directory, which lists the last 
18 messages stored in your mailbox. Press RETURN to start reading 


messages from the top of the directory. To read a specific message, 
insert the message number and a RETURN following the underscore. 
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NTR MMAND 


Three control commands provide assistance as you read and write mail. These 


commands are accessed by pressing the CONTROL key in conjuction with the 
keys listed below: 


CONTROL S Used in reading messages, Control S allows you to stop.. 

CONTROL Q The vertical movement of the screen, and read a screenful 
of text. Control Q enables you to start the vertical 
scrolling again. 

CONTROL D 


Used to send your email message when it has been 
completed, also used to log off the terminal once 
you have completed work. Refer to Logout. 
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NDS_WITHIN_ EMAI 


Remember that 


commands will be accepted by the system only when 


the blinking cursor is at the far left margin of the screen. To move the 
cursor there, simply press RETURN. 


restart 


whois 


‘command 


when the system indicates that new mail has 
arrived, type "restart" to receive a display of the 
new message header(s). 


Calls your mailbox headers upon the screen. 
If you have over 18 messages, this command 
Scrolls the next screenful of headers up on _ the 


screen. 


Conversely, this command scrolls backwards a 
screenful of headers. 


Identifies login names. For example, to see the full 
name of joeem, type “whois joeem" and the system 


will respond "Joe Employee". 


Allows you to access KXENIX commands such as 
who, jobs, phone, without having to quit email. 
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TILDE COMMANDS _ WITHIN EMAIL 


Several supplemental email commands allow you tO manipulate your 
messages while you are typing them. The key to these commands is 
the "tilde" character (~), which is located in the SHIFT position of the 
accent character. 


Two of these commands require only that you type the command and 
RETURN: 


~pD Displays the message as it currently appears. This 
command is particularly useful if the message you 
are entering is several screenfuls long, and you 
wish to review the beginning of the message. 


~h Will scroll, line-by-line, through the header lines of 
a message, enabling you to delete, change or add to 
any of the lines. 


Other tilde commands require you to supply additional information 
before pressing RETURN: 


~tname name Allows you to add names to the "TO" line of the 
message. 


“${ent Allows you to CHANGE the "SUBJECT" line of the 
message. 


~c name name Allows you to ADD TO the "cc"(carbon copy) line. 


~b namename Allows you to ADD TO tthe "bcc" (blind carbon 
copy) line of the message. 


~Rownname Allows you to enter your name so that the mail 
System will send you a short notice telling you 
exactly when your message was delivered. 


~mi#t Inserts a message from your mailbox (by message 
#) into the message you are typing. You will 
receive the screen message "Interpolating #." 


‘command Allows you to temporarily enter KENIX to request 
information such as "who," "phone," etc. This 
information appears on_ screen only; it will not 
appear in your final message. 
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Responding to Messages 


Save time when responding to a particular messsage; let the system 
insert the header for you. Just call the message you wish to respond to 
onto the screen. Underneath it, type one of the following characters: 


r [RETURN] Sends your response to only the party who sent 
the original message. 


R [RETURN] Sends your response to not Only the party who 
sent the original message, but ll parties who 
received the message, including anyone listed 
under carbon copy. 


Either of these actions will set up an appropriate header, and allow you 
to type in your response underneath. To send the message, refer to the 
section on Sending Messages. 


e a Nise: Gaon 


To forward a copy of an email message to another user's mailbox, call 
the appropriate message to the screen. Underneath it, type 


f name [RETURN] 
where name is the email name of the person to whom you wish to 
copy. The copy will enter his/her mailbox, while your original remains 


intact. The copy will be received indented to the right. 


To forward a message that will be received flush left and not indented, 
simply type 


F name [RETURN] 


IN I 


When you have completed typing the body of your message, you can 
terminate and send it with a single command: 


Press RETURN at the end of the message. Then press CONTROL and "D" 
together. "End of message" will appear on screen, followed by either 
the XENIX $ prompt or the underscore. This indicates that your 
message has been sent. 


DEAD LETTER FILE 


Sometimes, a message will not be transmitted correctly. This can be 
due to an operator error (such as an invalid email name), or a system 
error (problems at the receving system). Unsuccessful messages will 
be sent to, and may be retrieved from, the "dead letter file." You'll 
receive a message on your screen that reads 


NNNNN... User unknown 
Letter saved in  usr/name/dead.letter 


where NNNN represents the name you attempted to send to, and 
/name/ represents you login name. 


To purge your dead.letter file of unwanted text, use the remove 
command (shown on page ). Following the XENIX § prompt, type 


rm dead.letter [RETURN] 


be 


I E oa iat PRINT 


To send a message to a printer, call the message you wish to copy to 
the screen. At the end of the message, type 


1 (RETURN) 
The system will respond with 
Messages sent to line printer: # 


where # represents the message number. Your original will 
remain in your mailbox. 


To send multiple messages to the printer, type the following after the 
email underscore prompt: 


léi### 
where # represents the desired message numbers 


If you have multiple messages to print, it saves time and paper to 
send them all at once so they'll print together. 
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KEEPI 
Before the email system can provide prompts, it must read through all 
of the mail in your mailbox. Therefore, to speed up the initial startup 


of email, it is best to keep the number of messages in your mailbox at a 
minimum. 


Deleting Messages 
Use one of two methods: 
ee Call the message onto the screen, and type 
d [RETURN] 
following the underscore prompt. 
or 
if Following the email underscore prompt, type 
d### [RETURN] 


where # represents the number of the message you want 
deleted. 


IMPORTANT - For deletions to be made permanent, you must quit the 
email system before logging off. Type 


q [RETURN] 


ndel mman 


As long as you don't quit the email program, you can retrieve messages 
which have been accidentally deleted. Go to a new line, and press 


u # [RETURN] 
where # represents the number of the message you wish to retrieve. 
The message will appear on screen and be re-established in memory. 
If you don't know the message number, you can omit it from _ the 
command string. The most recently deleted message will appear on 


screen, and be restored to memory. Just repeat the procedure until the 
correct message appears, then re-delete the unwanted messages. 
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To undelete all deleted messages, type 
u* [RETURN] 


An alternative to deletion is storage of important messages in a XENIX 
file: 


Storing messages in a XENIX file 


Following the email underscore prompt, type 


s# filename [RETURN] 


where # represents the message number you want to store, and 
filename represents the name you wish it stored under. 


The system will create a file of the designated name, and store the 
message in it. If you want to store multiple messages under this 
filename, just add each message number (separated by spaces) to the 
above command string. 


To read messages you have stored in a XENIX file: 
Enter XENIX. Following the $ prompt, type 
more filename [RETURN] 


where filename represents the name under which your messages 
have been stored. 


The screen will display one page worth of messages storedunder that 
filename. Press the Space Bar to see another page; press RETURN if you 
want to see only the next line of text. 


Manipulatin NIX_ Fil 
Additional commands make manipulation of XENIX files possible: 


$ls [RETURN] Lists all files created under XENIX. 


$cp oldname newname [RT] Makes a copy of the file under a new 
name. 


$mv oldname newname [RT] Renames a file. 
$rm filename [RETURN] Deletes an entire XENIX file. 
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HELP FILES 


At any time in the email program, you can call up a HELP file which 
will display the programming options available to you at that time: 


If you're in mid-message, type (on its own line) 
? [RETURN] 

If you're in email, but not typing a message, type 
? [RETURN] 


Help files are available in email only; they are not part of the XENIX 
program. : 


TROUBLESHOOTING 


If you have problems operating your system, check the following items 
before asking an email supervisor for assistance: 


Be sure your terminal is turned on. 

Be sure the OFFLINE key is up. 

Be sure the CAPS LOCK key is up. 

Don't lean against the SHIFT key. 

Have you pressed RETURN following every command? 

Are all commands in lower case? 

Are the connectors firmly plugged into both the wall and the 
terminal? 

Are other terminals on your system also having problems? If so, 


the entire system may be down and there is nothing to do but 
wait for it to be fixed. 


oo 


Power problems and electrical interference can also lock up your 
terminal. To solve this problem, hold down the right SHIFT key, and 
press RESET. (The screen should become clear.) Then press RETURN. 


If you weren't logged in You should get a login prompt 


If you were in email The next message should appear 
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VII. Bus/Carpool | 
Carpool 7.1 


Ridematch is 
Metro Bus Passes Tl 
Commuter Information Center 7.1 
Metro 5 eo A 
Map : 7.4 


wy BUS/CARPOOL 


Microsoft encourages the use of alternative transportation methods in order to 
reduce commuters in single Occupancy vehicles (SOV). The following options are 
available to Microsoft employees: 


Carpool: 


Employees who commute to work with other employees on a regular basis 
constitute a carpool. Carpoolers have designated parking stalls available for 
their convenience. 


Carpoolers must register with carpool to receive a permit for use of carpool 
spaces. 


Ridematch: 


A ridematch data base is available to assist employees in arranging carpools on 
a day-to-day basis as well as to establish long term carpools. Mail carpool for 
further information. 


Metro. Bus_ Passes: 


oy Metro bus passes are available at each reception desk. To help defray 
employees' commuting expenses, Microsoft subsidizes each bus pass in the 
amount of $10.00 per month. The passes may be purchased by check or cash, 


and are intended for use by Microsoft employees only. 


. 


mm r nformati nter: 


A Commuter Information Center (CIC) is located near the lunchrooms in MS-1 
and MS-4. The CIC has Metro schedules, ridematch information, and maps 
available to assist employees with commuter alternatives. 
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Metro: 


As indicated in the accompanying table, there are three Metro routes to the new 
site: Route 226 leaves downtown Seattle every 1/2 hour during peak travel 
times, and every hour in nonpeak hours and travels to the Evergreen Highlands 
entrance via Mercer Island and the Bellevue transit center. 


From downtown Seattle there are two commuter routes available via 520. 
Route 263 makes six round trips a day with a stop at 156th and 36th street, 
which is 440 yards from the site entrance. The Route 256 makes eight round 
trips a day directly to the Evergreen Highlands site with stops at Montlake, the 
South Kirkland Park and Ride, 148th and Northup, and the Overlake Park and 
Ride. Connections to most locations can be made at Overlake Park and Ride and 
the Bellevue Transit Center. 


Route 256: 
Lv 4th & Union-Arr Microsoft 


5:52 am 6:30 am 


E Sis 
6:50 am 7:28 am a 
7:29 am 8:07 am 
7:57 am 8:35 am 
Lv Microsoft-Arr 2nd & Pike : 
re 
3:22 pm 4:09 pm , 
3:50 pm 4:39 pm 
4:29 pm 5:20 pm 
5:06 pm 751 pm 
z 
520 |i 
8 Park and Ride 
— 
w : O BUS STOP 
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Route 263: 
Lv 4th & Union-Arr 156th & NE 36th 
6:06 am 6:40 am 
6:40 am 7:20 am 
7:14 am 7:50 am 


Lv 156th & NE 36th-Arr 5th & Pike 


3:50 pm 4:25 pm 
4:40 pm 5:18 pm 
33) in 6:29 pm 
Route 226: 


Travels from downtown Seattle past 156th and NE 36th via I-90 and Bellevue. 
Runs every 1/2 hour during peak travel times of 6:00-9:00 am and 3:00-6:00 
pm, and every hour during nonpeak times. For example: 


Lv 2nd and Pike-Lv Overlake P & R-Arr 156th & NE 36th 


6:27 am 7231 am 7:40 am 
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IX. 


Maps 


Area 
Site 
Buildings 


Driving Directions 
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X. Emergency Procedures 
Fire 
Medical Emergency 


Police Department 


Group Health Hospital 


10.1 
10.1 
10.1 
10.1 


EMERGENCY PROCEDURES 


Fire: 
Call Building Receptionist to evacuate the building. 
Dial 9-911--Give complete information: 


"I am calling from Microsoft Corporation, we have a fire at (building 
address) in Redmond." 


Medical m n 
Dial 9-911--Give complete information: 


"I am calling from Microsoft Corporation, we have a medical emergency at 
(building address) in Redmond." 


Please stay on the phone to receive additional information from the 911 
Operator. 


Call Building Receptionist and notify of medical emergency: 
MS-1 16011 NE 36th Way Reception Desk X-8100 
MS-2 16021 NE 36th Way Reception Desk X-8200 
MS-3 16031 NE 36th Way Reception Desk X-8300 
MS-4 16041 NE 36th Way Reception Desk X-8400 

These addresses are to be used only in cases of emergency. 

Police: 

Dial 9-911 

Group Health Hospital: 

Located approximately 5 blocks away. 


Eastside Primary Care 
2701 156th Ave. NE, Redmond 


Emergency (24 _ hours) 883-5151 
General Information 883-5240 
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XI. Miscellaneous 


This section 


is provided for you to keep future memorandums and 
announcements. 


